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FOREWORD

This order prescribes basic correspondence standards for the Federal
Aviation Administration, (FAA). It incorporates in one order all requirements
andguidelines regardingthepreparationof agency correspondence and supersedes
the provisions of Order DOT 1325.2B, DOT Correspondence Manual, in the
FAA except as outlined herein .’

’General instructions to be followed in the preparation of correspondence
at nearly every level in the agency are contained in Chapter 2, Memorandums,
and Chapter  3 ,  Letters . However, specific except ions are contained in
Chapter 4, Congressionals ;  Chapter  5 ,  Administrator ’s  Correspondence;
Chapter 6, Secretarial Correspondence; and Chapter 7, White House Corre-
spondence.. Refertothesechapterswhenpreparingthesetypes of correspondence.

This manual was developed by the Aeronautical Center Secretaries Work
Group with assistance from other FAA secretarial personnel. It represents
the first time a manual of this kind was written by the people who use it
the most.

Acting Director of Management Systems
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Y.
CHAPTER 1. GENERAL *

.

1. PURPOSE. .Th.is manual provide6 basic correspondence standards fpr the Federal
Aviation Administration (FAA). _

,
.

2 . DISTRIBUTION. This order is’ distributed to all. secretaries and typists
in the agency.

3. CANCELLATION.The following orders are canceled:

I
a. Order 1000 :21, Approval and Use of Acronyms and Nicknames, dated

April 11, 1968.

c

b. Order 1360.6, FAAEdition0ftheU.S.  Government CorrespondenceManual,
dated October 23, 1969.

c .  O r d e r  1360.9B, Information Requirements of DOT Secretarial Repre-
sentatives, dated June 7, 1971.

d. Ord‘er 1360.11, Correspondence with State and Local Officials, dated
September 2, 1970.

.

e . Order 1360.12, Limitations on Use of Abbreviations and Acronyms, dated
- August 31, 1970. . .

f . Order 1360.15, DOT Correspondence Manual, dated September 9, 1980.

4. EXPLANATION OF CHANGES.

a. A complete agency correspondence manual is provided in lieu of using
Departmental correspondence procedures and supplemental agency requirements.
Specific instructions relativetoDepartmenta1  correspondencewillbe contained
in a separate chapter when the new Departmental correspondence manual is
published.

t b. Several chapters in this manual contain figures which outline corre-
spondence requirements in an illustrative format. As a result, no standard

directives ‘paragraphing is presented. This formatting eliminates the need
for duplicative text and figures and avoids any possible inconsistencies.
The use of bolding and underlining in these illustrations is for emphasis
only with the exception of Subject: line references (ACTION and INFORHATION) .
In addition, the text is formatted with right justification. T h i s  t y p i n g
format may be used but is not required in the typing of agency correspondence.

,. Correspondence which will be signed by the Administrator must not have the
right margin justified. .

. .
c . Correspondence .is typed in a modif ied block style with paragraph6 ,single

spaced regardless of length or number of paragraphs,. Ma jar paragraph6 are
not numbered in correspondence having subparagraphs.

#

Chap 1
Far 1
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1360.16 7/12/85

d . Slashes instead of dashes are used to separate each element in a
date when it is typed in figures; e.g., S/8/185 instead of S-8-85.

.
e. The signature element on memorandupls follows the body of the corre-

spondence. The pound sign ($1 is not used at the’bottom of memorandums.

f . Memorandums are used for correspondence within the Federal Government.

8. The use of the letterhead memorandum format is restricted to White
House correspondence &ly . e

h. The ATTN: and TEitU:  lines on memorandums are typed flush wit.h the
left margin.

.1. O n l y  t h e  o r i g i n a l  w r i t e r ’ s i d e n t i f i c a t i o n  l i n e  a n d  t h e  l a s t
retyped/rewritten identification line are shown on the new carbon copies
when correspondence is retyped or rewritten.

j- The time limit for reply to routine correspondence is changed from
10 to 15 working days from date of receipt in the act ion off ice unless a
different due date is specified.

k. Materialonpunctuation, compounding, and otherstylepractices isadded
as appendixes .

5. CORRESPONDENCE GOALS.

a .  Theagencygoal istoprovidetimely,responsive,andhigh-qualitycorre-
spondence at a reasonable cost. Correspondence should be clear, concise,
and positive in tone. Avoid sending long letters or memorandums. Include
necessary explanatory detail as an enclosure to a letter or as an attachment
to a memorandum.

w
b.* It is an FAA goal to provide prompt, complete, and factual information’

to Members of Congress, congressional committees, and their staff members.
The highest priority will be given to congressional inquiries and requests.
Replies will be concise, objective, and courteous.

6. GUIDELINES.

new
the

a. Distribution to New Emnlovees. Managers and supervisors will assure
secretaries and typists are provided a copy of this manual as well a6
publicat ions mentioned in paragraph 7.

b. Corresoondence with State and Local Officials. Except for routine,.
day-to-day communications, provide the Special Projects Staff (AOA-10) with
one information. copy of correspondence to Governors, mayors, and other State
and local government, officials. Prepare for the signature of the Secretary
of Transportat ion correspondence to  S ta te  and  l o ca l  o f f i c ia l s  on  i s sues
affecting more than one administratioa  or issues of a particularly controversial
nature.

Page 2 Chap 1
Par 4



7/12/85 1360.16

c. Information Reauirements  of DOT Regional Representatives .of the
Secretarv. Regional/center directors and heads of offices and services will :
send informat  ion copies of pertinent correspondence and information on major
issues which directly impact Department of Transportation (DOT) affairs to the
appropriate Regional Representative. .They wil l  also  af ford each Regional
Represent at ive the opportunity to attend signif icant meetings that take
place within his /her -region by. advising the Regional  Representative,  in  a
timely fashion, of such scheduled meetings. .This principally ‘.will involve
correspondence with State and local governments, other Federal agencies,
industry, and aviation groups. Internal documents of a policy nature that
would involve such activities will also be furnished.

d . SiRnature Level). Address replies to correspondence to .the Iame
organizational level or lower as that of the signer.

e .  A v o i d a n c e  o f  Discriminatorv Lannuane. Do not  block ef fect ive
communications by using discriminatory language. Applythefollowingguidelines
as a minimum:

(1) Refer to the person’s job title or organizational position rather
than the sex of the person holding the job.

I’

(2) When a.sentence  make6 sense without using a pronoun, delete it
from the sentence. Use the plural form so subsequent pronouns are in the third
person. One and person can often replace a gender-related pronoun. Use a
slash between gender-related pronouns which cannot be avoided; e.g., his/her.
Use md or or for a change of pace; e.g., his or her.

1

7. CCRRESPONDENCE GUIDES.
-

a. Appendixes . Appendixes 1 through 8 out line information involving forms
of address, punctuation, hyphenation, spelling, compounding, capitalization,
abbreviations ,, numerals, and other Style practices. Follow the Government
Printing O’ffice Style Manual, which is available from the .U.S. Government
Printing Office, when these appendixes do not answer sp.ecific questions.

I - b. Form and Guide Letters. Predrafted formandguideletters are recognized
throughout the Government as an essential aid in speeding service and reducing
administrative costs. See General Service Administration (GSA) records
management handbook “Form and Guide Letters” which is available from local
GSA Distribution Centers, national stock number 7610-00-117-8777.

c .  G u i d e s  o n  Corresvondence. A number of guides are available that
will help the writer improve clarity, simplicity, and readability such as
GSA records management handbooks “Plain Letters,” national stock number
7610-00-205-1091, and “Correspondence Management,” national stock number
7610-00-187-3858, both available from local GSA Distribution Centers..

8. CHANGES TO BASIC STANDARDS. Changes to basic standards contained in.
th i s  o rder  requ i re the approval of the Director of Management Systems.
Supplementation of this order to outline local guidance and instructions may
be required.

Chap 1
Par 6
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.
9. FORMS. The forms and stat ionery used in. the preparatton
correspondence are listed in.Chapter  12.

10 .-19. RESERVED.

‘. .

.

Page 4
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FIGURE 2-l. MARGINS. DATE, SPECIAL
MAILING INSTRUCTIONS, AND REPLY TO ATTN. OF:

SPECIAL DELIVERY--REGISTERED

t'w Memorandum
us Deoor?mnr
of TronroofIotm

Fdeml Aviotlom
Mmtnistmtbn

j .:; .a-: I NFORMATION : Ilrginr, D6ce,  Special Mailing I.. (stamp  or type drte
Inrtruction6,  and Reply  to Attn. of: here vhen signed)

-.: .
:,,.- Hansger,  Airuay  F6cilitier  D i v i s i o n ,  AS0400 ,.*. Hanes :FTS.  246-1230

70 Manager, Airvay Facilities Divirion,  AU-100

Use  memorandum6 for correspondence vithin the Feder61  Government.

a. The marninr  for a memorandum are:

(1) L e f t  6b6rgin: Begin typing tvo rpacer after the colons in
the left captions.

(2) Right margin: Approximately 1 l/8 inches to prevent typing
into the 16dder  on the official file copy.

(3) Bottom margin: Approximtely  1 l/2 inches.

b. The drte  is stamped or typed tvo spacer after the Date: caption
by the office in vhich the memorandum is signed. If typed, spell out

the month and rhov the date and year in numerals. Do not u6e l t,� th,
or rd vith the numerals. Example6 :

Date: July 1, 1980 Date: JU I 1984

c. Special  mailinn  instruction6 (such 66 SPECIAL DELIVERY, CERTIFIED,
and REGISTERED), vhen required, are typed in al l  capital  letter6 and
centered above NlMOUlDUH  in the top right corner.

d. The Ic~lt to Attn. of: caption is ured  vhcn the originating office
preparer A memorandum that vi11 be rigncd in another office. Leave the
l ine  blank  vheo identi f ication ir not  derircd  by the s igning offici61.
When  used, the caption contain6 the lart name and telephone number or
extension of the originator AO rhovn  above. It i6 t y p e d  tV0 rprcel  A f t e r
the Reply  to Attn. of: c6ptioo.

Shirley J. Scott

Attachment
Correrpondence  MADUAL

Chap 2 .
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FIGURE 2-2. S'UBJECT:  LINE

:-I’  I-,,  * INFORMATION : Subject : Line ~r.c NOV 3 0 I985

froln  Manager, Airports Division, ACE-600 ‘... c. Hurray  : FiS 758432  I

lr) Uanager,  Airports Division, ANE-600

The Sobjcct : line is typed two spaces after the Sobjcct: caption. Keep
the subject short, preferably no more than 10 words. If more than one
line is needed, type succeeding lines flush vith the first line. Capitalize
t h e  first letters  of  al l  words in the Subject :  l ine except artic les ,
prepositions, and conjunct ions. Indicate at the beginning of the Subject:
line whether the memorandum is for ACTION: (action is required of the
addressee) 0; INFORMATION: (information is provided and no action is
required of the addressee). Example:

Subject: ACTION: FM Correspondence Manual

a . W h e n  reolvinn  t o  corresoondence, use the same subject  as  the
incoming correspondence followed by a semicolon, an identification of
the incoming correspondence using the sender’s routing symbol, and the
date of the incoming correspondence; e.g., ANE-3 Memo of 11/17/84. When
information is provided as a result of in ACTION: memorandum. the Subject:
l i n e  o f  t h e  r e p l y  s h o u l d indicate INFORMATION: rather than ACTION:.
Example :

Subject: INFORMATION’: FM Correspondence Manual;
ANE-3 Memo  of 11/17/84

.b. When a second memorandum is written to the same person on the
Fame  subiect before receiving a reply, use the same subject as the first
menorandum  followed by a semicolon and the ident  if icat ion infonaat ion
of the sender of the first memorandum.

C. Whcnseveralemorandums  have been exchanged  on the same subiect,
use the identification information of the latest memorandum only.

d. Correct obvious errors in the Subieet: line; e.g., capitalization
and  typograph i ca l  errors. .

Arthur U. Smith

Page 12 Chap 2
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FIGURE 2-3. FROM: LINE

,

Memorandum

* ;t,t ,a.;’ INFOBMATION:  Irum: L i n e

I
Llrr . !@

F mm Manager, Management Systems Division, AU-60 “l., .y Snider :FTS 667-6’789

to Hanager,  Management  Systems Division, ML-60

The Irom: line contains the title and routing symbol typed two spaces
after the Irum:  caption as shoun  above.

a.  To avoid tvninn into  the Penlr  to Attn.  of= caption,  a  lengthy
From: line is continued on a second line and indented tvo spaces from
the left margin as rhovn below:

Irum: Manager, Nat ional  Airway  Engineering
Field Support Sector, APM-150

b. Amultiole  Pram: line is shoun as follows:

lrum  : Manager, Flight Standards Division, AU-200
Uanager,  Air Traffic Division, AU-500

c . When an individual is detailed to a position  as the result of
a Dersonncl  action, use the term Actiog before the t i t le  in  the From:
line. Example :

Irtm: Acting Uanager,  Management Systems Division, AU-60

d. When an individual is acting in another position  without a De=&
act ion the Irum: line vi11 reflect the title of the incumbent, and the
FeG’authorited  vi11 sign for the incumbent (see example belovl.

George T. Bolin

Chap 2



1360.16 7/12/85

FIGURE 2-4. TO: LINE

IRPORMATION:  T o :  Line November 8, 1984

Uaorger  , Plight Program@  Divic ioo, AVN-260 Smith:mS 749-6802

Uanager, Aircraft !hiotenaoce  l od
Engineering Division, MN-300

For l ddresoecs within the Department of Transportation (DOT), type the
title and routing symbol  tvo cpaccr  after the To: caption as rhovn  above.

For cddresrecs  outride the DOT, type the full l ddrccs tvo rpaces after
the To: caption. Single  apace in  block style .  The rddrerr should oot
exceed five liner. When soy line goes part' the center of the page, continue
i t  o n  I cccond  l i n e  t h a t  i c  indcotcd  t w o  rpacec. Uce capitalized cod
unpuoctuatcd tvo-letter State abbreviations for iwide l ddreaccc. Type
the ZIP Code tvo spaces to the right of the State abbreviation. Sxample  :

To: Internal Rewnue Service
400 NW. 4th Street
Oklahoma City, OK 73101

For memorandumr  going outside the DOT, the return l ddreac is typed belov
mR&QI#  in the top right corner. For an example, see figure 2-6.

a . For multiolc l ddrerreer, the To: line contains the title8 and
routing symbols. A checkmark  ir placed to the right of the appropriate
line to indicate vhich  office vi11 receive that copy. Examplec:

To: Director of Budget, MU-1
Director of Civil Rights, ACR-1 J
Director of Personnel aad Technical Training, APT-l

To: Uaoager, Training Hethodr cod Operations Branch, MC-910 J
Uanager,  Air Traffic Braoch, MC-930
Manager, Ainay Fat il it ies Branch, MC-940

CO*C”..t~C,,F“TG I.Y‘OL
A'&-220

“70 I.“.OL
AVN-201

Page 14’ Chap 2



FIGURE 2-4: T o :  Lm (CONTINUED)
.

2

b. When identical memorandums are forwarded  ;o all-inclurive Prouo#,
use the folloviog multiple-address method. Wr i te  the  rout ing  rymbol
of each l ddrerrec in the upper right corner of the appropriate copy.

Examples:

To: Division  and Staff Managers

To: Regional and Center Direccorr

To: Superviaorr

To: Awociate  Admioistratorn
Head8 of Officer and Servicer
Regional and Center Directors

C . When an identical oriaiaal  memorandum ir reauired for tvo’ or
more nersooe,  prepare an original for each addrerree  and only one ret
o f  f i l e  c op i es . Type A  l irt  of  the addressees  on al l  internal  copier
or, if the list is too long, attach it to  the file copies.

d. If the CorresDondeoce  does not amlv  to one or more of the RrOUD,
it is permisrible to exclude them. Examples:

To: Regional and Center Directors
(except Southern Region)

To: Division  and Staff Maoagern-
(except Procurement Divirion  and FM Academy)

e . When vritinn to the Administrator. the Deoutv  Adminisrrator,
t h e  Secrecary. o r  t h e  DeDutv  S e c r e t a r y ,  use t h e  title o n l y  i n  t h e  TO:
line.

Orlclnal  slqned by
xchael P. Jones

Michael P. Jooer

AVN-220:AJCarson: jal:FTS  749-4728:11/6/84

IDENTICAL MEHORANDUHS  TO:

AVN-200
AFO-200
ASF-300

Chap 2 Page 15
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FIGURE 2-5. ATTN: AND THRU: LINES

:v* I.., ’ I~O~TION : A m :  a n d  TUU:  Linen I a.* Nob’ 9 198d

Llr: . **

fwn Yaneger,  Airvay Fat il it iea Division, AN&100 ‘.,. ‘..I Autry:FTS  836-3311

TQ Manager, Airway  Facilities Divirion, ASW-400
ATTN  : Manager, Program and Planning Branch, ASW-420

Avoid using AI:  and TEED:  l iner  vhencver  poarible . Hovever,  f o l l o v
these guideline8 vhen their ure ie required.

a. When rendinn  a memorandum to the attention of another office,
type ATTN: fluah vith the left  margin on the f irst  l ine belov the To:
line in all capital letters folloved by a colon as rhovn  above.

b. When sendinn a memorandum throoxh another office, type THRU: flurh
with the left margin on the first line belov the To: line folloved by
a colon a8 shovn  belov:

To: Hanager,  Policy Branch, ALG-110
THRU : Manager. Policy and Plans Division, AL&100

OR

To: Director, Acquisition and Materiel Service, ALG-I
THRU : Manager, Policy and Plane Division, AL&100

Manager, Policy Branch. ALG-110

John Q. Jones

Page 16 Chap 2
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FIGURE 2-6. BODY OF A MEMORANDUM,
PARAGRAPHING. AND SUCCEEDING PAGES

Mbmorandum
Western-Pacific Region
P.O. Box 92007
Worldvay Postal Center
Los Angeles. CA 90009 .

‘.J. Ih’FORMAfION:  Body of a Memorandum, :.;*c January 13, 1985
Paragraphing, and Succeeding Pages

awed Xanager,  Accounting Division. AWP-20 ‘“, _* Fannin:FTS  966-7608

T-)  Ms. Janice E. Penney
General Services Administration
R19 Taylor Street
Fort k‘orth,  TX 76102

The body of a memorandum begins tvo l ines  belov the last  l ine  of  the
To: capt ion. All memxanduu are ringle apaced with doable rpacing  between ’
paragrapha  regardlear o f  l e n g t h  o r  number  o f  paragrapha. Begin each
main paragraph flush vith the left margin. Do not number main paragraphs.

a . The f i r s t subdivision of a DaranraDh  is indented four spaces
(begin typing on the fifth space). Each progressive subdivision is indented
as shovn in this  f igure. Succeeding lines begin flush vith the left
margin.

(1) A paragraph vhich  is subdivided must have at least tvo
s u b d i v i s i o n s ;  e . g . , for every (11, there must be a (2).

(a) -Subparagraphs are lettered and numbered as follovs:
a . ,  Cl),  (a). Subparagraphing beyond the third subdivision is discouraged.

(b) The reference numbers and letters are vritten vithout
spaces or punctuation vhen a paragraph is referred to in a memorandum.
Example:

paragraph la(l)(b)

(2) SuboaragraDhinn  mav v a r y  t0 m e e t  Special  reqUireISents.

b. Do not benin  a paragraph near the end of a naee  unless there
is room for at least tvo lines on the page. Do not continue a paragraph
on a succeeding page unless at least tvo lines can be carried over to
that page.

Chao 2
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FIGURE 2-6. BODY OF A MEMORANDUM,
. PARAGRAPHING. AND SUCCEEDING PAGES (CONTINUED)

2

C. hoe  succceding on plain bond paper. Beginning vith
the second page, type the page number in numerals seven lines from the
top and flush with the right margin. Continue the text of the memorandum
tvo lines belov the page number.

.
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FIGURE 2-7. SIGNATURE BLOCK

Memorandum

SUu,s~l INFORMATION: Signature Block Dstc July 29, 1984

F?C,,T Manager, Logistics Division, AGL-50
Manager, Civil Aviation Security

Division, AGL-700

r, Manager, Logistics Division, AN%SO

Rem to
Am 01 Clark:FTS  384-9969

The signature block (name of the signer) is typed five lines belov the
laat line of the body of the memorandum flush vith the left margin in
init ial  capital  letters .

.When  the memorandum is from more than one peraon, the first signature
block is typed flush vith the left margin and the second signature block
begins five spaces to the right of center. The first signer’s name vi11
correspond vith the f irat title and routing symbol in the From: line,

dhap 2 Page 19
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FIGURE 2-8. ATTACHMENT AND SEPARATE COVER NOTATIONS

g&jeer INFORMATION: Attachment and Separate
Cover Notations .

Dsfa  June 28, 1984

From  Unager, Aircraft Certification Division, MM-100 aus o1 Hilliard:FTS  446-4193

10 Manager, Aircraft Certification Division, AN5100

The notation Attwbcnt  is used for memorandums. Attachment notation8
are typed tvo liner below the signature block and flurh  with the left
margin. When  more than one attachment is involved, identify each attactint
by number in the upper right corner; e.g., Attachment 1, Attachment 2.
When there ir more than one lengthy attachment, ure taba to identify
each attacbment  by number.

a . Note attachment(a) identified in the bodv of the memorandum
as follova:

Attachment OX 2 Attachmenta

b. Note attachment(a) not identified in the bodv of the memorandum
as fo l lova:

Attachment OX 2 Attachment a
Form Letters Handbook Form Letters Handbook

Plain Letters Handbook

C . Note multinle  conies of the attachment(s)  identified in the bodv
of the memorandum in parentheses as follovs:

.

Attachment ‘(2) ox 2 Attachmentr  (2)

d. Note multiple copier of the attachment(r) not identified in the
bodv of the Brandurn  in parentheaer after identification of the attachment
as fo l lova:

Attachment OX
Form Letters Elandbook  (2)

2 Attachmenta
Form Letters Handbook (2)
Plain Letters Handbook

Page 20
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FIGURE 2-8. ATTACHMENT AND SEPARATE COVER NOTATIONS (CONTINUED)

2

e . ALattachment  are identified belov the attachment notation
if all  of the attachment6  are not identified in the body of the memorandum.
Example :

2 Attachmenta
Form Letter8  Handbook
Plain Letter8  Handbook

When document8  referred to in the body of a memorandum are rent reparately
from the memorandum, type Separate Cover two liner belov the attachment
notation (or tvo linen belov the rignature block if there ia no attachment)
and f lurh vith the left margin. On the next line, type titler or dercriptionr
of the documentr vhich  are being rent. The document6  are ident  if ied
here vhether or not they vere identified in the text ae fOllOV6:

Separate Cover
Airman Information Manual .
Air Traffic Handbook

a. When rendinn  more than one CODY of the document under OeDarate
covers indicate the number of copier in parentheres folloving the,
identification of the document a8 follow:

Separate Cover
Airman Information Udnuxl (2)

b. When the material ir mailed, include a copy of the memorandum.
If being rent other than firrt clarr, type Letter lbclored  on the face
of the envelope or package to conform vith U.S. Post61  Service regulat ionr.

2 Attachment8
Form Letters Handbook
Plain Letter.  Handbook (2)

Separate Cover
Airman Information Manual (2)
Air Traffic Handbook

.
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FIGURE 2-9. CARBON COPY NOTATIONS

Memorandum

5.N C’l ’ ~ORUATION  : Carbon Copy Notationr tza A& I I l9e

From  Uanagcr,  Management Syrtemr Division, ML-60 “I” 0 Willingham:FTS  9C7-271-1122

10 Uanager,  Fhnagement Analysis Divirion, AM-500

This figure gives  inrtructione for completing the carbon copy notationr.

a . Carbon CODY distribution notation8  are rhovn on the original of
the memorandum only if the addreseee har a need to knov vho received
a copy of the memorandum. Alvays rhov the carbon copy dirtribution on the
internal information copies, official file copy, and reading file copy.

b. Carbon copies are indicated by typing cc: flurh vith the left
margin and tvo lines belov the signature block, attachment notation,
or separate cover notation folloved by the namer or routing rymbalr of the
recipients. Example :

ii;-60
ASV-60
ML-60

C . Carbon CODY notations mav  be listed across the oaxe  to avoid
atart ing a nev page. Lxample:

cc :AVP-60/ASU-60/ML-60

d. The controlnumberof controlledcorrerpondenceappearr inparentheaer
to the right of the appropriate routing rymbol on all internal carbon
copies. Example :

::P-60
As?-60
ML-60 (Control 60-S-6)

Page 22 Chap 2
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FIGURE 2-9. CARBON COPY NOTATIONS (CONTINUED)

.

2

e . Note vhen attachmenta are not furnished to recioicnte of cboier
of the memorandum in the carbon copy notation aa follovc:

cc:
AUP- v/o attachmenta
MU-60
ML-60

zi;-60
MU-60

Chap 2 Page 23
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FIGURE 2-10. RESPONSE BLOCK

Memorandum

h+ ,... ’ ACTION: Response Block Ca’* (stamp or type date
here vhen rigned)

Q-r * 90
Ffom Manager, Simulation Systems Branch, ACT-210 * bV1 0’ English:ETS  482-1905

*Q Manager, Systems Simulation and
Analysis Division, ACT-200

A response block is provided vhen approval or disapproval is required.
The possible responses and a date line are typed in initial capital letters
f lush vith the left  margin, beginning four lines belov the signature
block and any attachment and/or carbon copy notations. The rerponse
block is triple spaced. The approving official vi11 sign on the appropriate
line.

If it is necessary to start another page solely for the rerponre block,
a notation clearly indicating the date and subject of the memoraodum
is typed at the top of the page as shown on the folloving page.

James D. Yargee

Approved :

Disapproved:

Date:

Page 24
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2

Date: (insert date of the memorandum requcrting approval here vhcn rigned)
Subject: Rcsponre Block

Approved :

Disapproved :

Date:

Chap 2
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FIGURE Z-11. WRITER'S IDENTIFICATION LINE AND CONCURRENCES

.

WlU”““.*cI.F1.0. S.wnoL
ASW-510

INIOIL)(ATIO&Wtitcr’a Ident  i f  icrt i o n
Liar aad Coacurroacer

Haaager  , Air Traffic Divir ioa, ASV-500

Fhaager, Air Traffic Diviaioa, ACL-300

This figure gives iartructioar  for complttiag t h e  vrittr’r  ideatificrtioa
liar and the coacurreacen block thcdfirrt time I memoraadam  ir typed.

(mmp o r  t y p e  date
h e r e  r h e a  rlgned)

BPith:ITl  734-4506

a . t .’bcvtitcr’ria rhova o a  all interim1 carboa
copies of the memoraadum. Type the rout iag rpbol of the preparing office,
t h e  v r i t e r ’ s  i a i t i a l r  a n d  ourmae,  t h e  typiat’r i a i t i a l r ,  t h e  nitrr’r
telephooe  number or extension, rad the date. Separate e a c h  item with
a coloa. Place  this  aotatioa f lush with the Imft urgta two Iiner belou
the lrrt  l ine of  typing.  mple:

ASW5lO:KSmith:tah:FTB  734-4506:1/l/84

b .  I f  vord oroccssiax  cauiDueat  i n  wed, t y p e  W?: aad t h e  d o c u m e n t
name  ( o r  oumber)  ia parentheacr  at t h e  eai o f  t b e  idratific~tion  l i n e .
Example:

MU-SlO:RCSmith:tah:K8  730~4506:7/1/6b  (UP:DocrPleathmoorl?mber)

c . obtara ecessarv concurrences, we the ladder oa the official
f i le  copy. The v:iter’r routing l 7mbol ir placed in the firrt block
and the coordiaatiag  o f f i c e s ’ r o u t i n g  rymbolr ia t h e  ruccetdiog  blocke.
C o o r d i a a t i a g  o f f i c i a l !  vi11 l eg ib ly  v r i t t  t h e i r  i a i t i a l r ,  ourname, and
the date in the appropriate blocks. Refer to chpter 9 for coordiaatioa
guidelines and procedurea.

d . &f a nemorandur ia revrit ten or rttvmd, l ee fbure  Z-13.

John P. Joaer

.

Page 26 Chap 2
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FIGURE 2-12. HOW TO ASSEMBLE A MEMORANDUM FOR SIGNATURE

Sur ,d’ ACTION * HOV to Assemble a Memorandum
forSignature

Da’*  (stamp or type date
here vhen signed)

awn  Director of Management Syrtems,  AM-1 “I- 0’ Alexander:?% 026-7189

10 Director, Aeronaut ical Center, MC-l

This figure shovs the correct vay to assemble correspondence in a logical,
neat package for signature. Keep together all items belonging vith the
original of the memorandum, al l  i tems belonging vith the of f ic ial  f i le
COPY  9 and all items belonging vith the information copies. As i l l u s -
trated on the next page, documents vi11 be arranged in the folloving
order:

a. Original  memorandum and any attachments are not stapled until
after signature. Attachments are clipped to the original in the sequence
they are mentioned in the memorandum. If the memorandum is mailed through
the U.S. Postal Service (USPS),  an addressed, franked envelope or a franked
vindov envelope of the appropriate size in next.

.

b. Official file documents are the next documents of the assembled
package and are arranged in the folloving order vith the official file
copy on top and extended to the right so the concurrences block is visible:.

(1) A n y  o f f i c i a l  f i l e  c o p i e s  v o i d e d  b y  r e v i s i o n  o r  r e t y p i n g
fol lov  al l  pages of  the f inal  of f ic ial  f i le  copy. Voided of f ic ial  f i le
copies should be differentiated from the final official file copy vith
a diagonal line dravn through them.

(2) Copies of attachments that accompany the original.

(31 Any incoming correspondence and background information.

C. Readine  file coov,  vhen used, is the next document of the assembled
package. Write the routing symbol of the office vhich  maintains the
reading file in the upper right corner of the first page.

d. Information cooies  and any attachments are identified by vriting
the routing symbol in the upper right corner on the first page. Include
an addressed, franked envelope of the appropriate size vith each copy
mailed through the USPS. Be sure to include copies of any attachments
if appropriate.

.

Arthur J; Brovn
-

Chap 2 Page 27
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FIGURE 2-12. HOW TO ASSEMBLE A MEMORANDUM FOR SIGNATURE (CONTINUED)

- ,- -._. r . . ..I

(“y Memorandum
.

Page 28 Chap 2



7112185 1360.16

.

FIGURE 2-13. RETYPED OR REWRITTEN MEMORAND~S

INPbRMATION:  Retyped or
Rwrit t en Memorandum

(rtwortypedatt
htrtvhtn l ipntd)

Director of  Xanrgemtnt  Syrtemr,  AM-1 Joou:TSS  426-8D20

Director of Porronntl  l d Technical training, AH-1 .

Thie f i gure  rhour the official f i l e  c o p y  r h e a  A  mmormdum  ir r t t y p o d  or
revrittcn.

A. The orkin identi f ication l int  and the hrt retr&d/revritt@
idtat ification  lint art rhovu  on the new carbon copier vhtn l memorrndum
ir retyped or rrvritten. Drav l diagonal  line through a11 voided official
file copier rod staple  them behind the new one. Do mot cmt or fold tha
new off ic ia l  f i l r  copy. Dtrtroy all other  copier  of  t he  old memormdum.
Each of the following txmupltr could pertain to tither retypes or revriter.

AMS-41O:NUontr:dek:FTS  426~8020:4/19/84
RLtypcd:AnS-400:mrj:~S426-7092:4/20184~VP:DoculPcntN~eorNumber~

AM-410:NCToner:drk:FTS  426-8020:4/19/04
Revritten:AnS-400:DBDunn:mrj:PTS  426-?092:4/20/04

MS-410:AMJoner:dak:P?S 426-0020:4/19/04
Rewritten per AMS-1:AHS-410:AKTonts:d~k:PTS  426-8020:4/20/84

b . Recoordination  im wt reauired &en I memorrndum is retyped for
minor error8 (such l e spelling and typographical errors) or vhtn it ir
rewritten Ed the change  is directed by l level  of  authority over  ~11
organizational elementr  coordinating on the original memorrndum; e . g . ,
MD-l changer en MS-1 memorrndum which YAB coordinated vith MU-1 and
m-1. Type the.  routing rymbolr ,  coordinating of f ic ials ’  namea,  and
dater of previous coordinationa  in the appropriate blocks of the ladder
of the nev official file copy rnd continue coordination AI  appropriate.

C . Recoordinrtion  ir reauirtd by those coordinating on t he  original
memorandum when  A major ChAnge  in content ir made. The routing rymbolr of
~11 who coordinated on the original file copy art lirted on the ladder of
the new official file copy.

John B. &ith

fk- 1

AMi-410:AUJoner:dak:FTS  426-8020:4/19/84
Retyped:AMS-400:arj:PTS 426-7092:4/20/84

.
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FIGURE 3-l. WHEN TO WRITE A LETTER

.t'u
US-or kxl~anon
hdtrol Avtanon
AdminlmonOn

(atamp  or type date here vhen  rigned)

Ur. Bob L. Moore
67 South Tanglewood
Fort Worth, TX 76169

Dear Mr. Moore:

Use the letter format:

a. When writing to organizations, busine8ree,  or individual. outride
the Federal Government.

b. Where protocol  dictates (Members  of  Congrere, Cabinet  .OffiCers,
G o v e r n o r s ,  mayore,  etc.):

C. When vriting a perional  or private letter to individual Federal
Aviation Adminirtrat ion employees on such mat tern  06 retirement , cormnendat  ion,
congratulations, or condolence. .

Sincerely,

. Betty B. Wright
Manager, Administrative Servicer Divirion

Page 41
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FIGURE 3-2. HOW TO PREPARE A LETTER

PO Bon 25c82
okwwwCnv okwmma 13125

JUl 26 l98i

SPECIAL DELIVERY--CERTIFIED

Ur. 0~~1 J .  krrhall
Chairperron,  MacArthur Aviation

And AAAociAttr
1534 North groadvty
Oklahoma  City, OK 73169

Dear 0~~1:

PrtprraLion  of  a Letter

The following guideline8 apply when  preparing A letter:

A. sercinq may wry between the dttt And rddrtrr or the drtt  And #ptCiAl
mailing inrtructionr to l llov for balanced placement on the page. Eovtvcr,
vhtn porriblc, rp~cc the addrtrr to AccommodAte  the ute of A vindov tnvtlope.

b. The -mine for A letter art:

(1) L e f t  margin: I n  l i n e  w i t h  t h e  l e f t  e d g e  o f  t h e  letterherd
CApt ion.

(2) Right margin: Approximately 1 l/6 incher to prevent typing
into the ladder of the official file copy.

(3) Bottom margin: Approximatt1.y  1 l/2 inchtr.

loIll:  The marginr  on rhort  letttrr may very
for good placement on the page.

C. Tht date ir rtamptd  or typed four liner below the letterheAd  CAptiOn
and flurh vich  the left metgin  by the office in vhich  the letter ir l igntd.
If typed, rp t l l  ou t  the  mooth  a n d  rhov  t h e  d a t e  a n d  year itl- numeralr.
Do not  utt et, th,  or  rd with the numeral*.  Exampltr:

April 27, 1984

d. Special  mailinn inrtructionr (xuch Aa SPECIAL DELIVERY, EERTIFIm,
and REGISTERED) , vhtn required, art t y p e d  i n  ~11 c a p i t a l  letterm A  &k .
of two liner below the datt flurh with the left purgifi. Do oat uot vindov
tnv t loptr  for  regirttrtd mail .

iage 42 Chap 3
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FIGURE 3-2. Row To PREPARE A LETTER (C~NTINIJED)

2

8. The eddreee begins it the left a-rgin, A minim of two liner below
the dArt. If l peciA1 mailing instructions Are necessary, begin .thc Addrere
two l ines  below  there instructions. Single  rpAce  in  block style . The
Addrtaa should not exceed five lines.
of the page,

When Any lint goes poet  the center
continue i t  on A  second l ine thAt is  indented two rpacee.

CApitAlittd And unpunctuated two-letter State AbbreviAtione may be ured for
inside addrtsetr. Type the ZIP .Codt two epacte :o the right of the State
nAme  or AbbrtviAt  ion.

f . The ealutrtion  is typed flush with the left margin two lines below
the l~rt line of the Address followed by l colon.

g .  Subiect l i n e ,  i f  u s e d , is centered two lines below the salutation.
CapitAlire  the f irs t  let ters  of  al l  vorde except Artic les ,  preposit ions,
And conjunct ionr.

h. The body  of  the letter  benine  two l ines  below the ralutAtion  or
rubjtct  l ine. All lctttre we A‘ingle  rp~ctd with double l pacing between
pArAgrAphe icgArdltee  o f  l e n g t h  o r  nrnber o f  pArAgrAph8.  B e g i n  esch m a i n
pArA&rAph  fluah with left mArgin. Do not number main pArA&rAphS. The first
subdivision of A paragraph is indented four spaces (begin typing on the
f i f t h  SpACt). EAch  progressive subdivision is indented as ehovn in this
figure . Succeeding lines begin flush with the left margin.

(1) Aparagraphvhich  is subdivided must have et least two subdivisions;
e.g., for every (11,  there must be a (2).

(A) SubparagrAphs a r e  l e t t e r e d  and n u m b e r e d  A S  f o l l o w s :
A . ,  (11, (8). SubpArAgrAphing  beyond the third rubdivirion is discouraged.

(b) The reference numbers And letters Are written without
fpacee or punctuation when 8 pArAgr8ph is referred to in a letter. Example:

PArAgrSph lb(l)(b)

(c) gubperegraphing  may vAry to meet special requirements.

(2) Do not benin  A DArAxrADh near the end of A DaRe unless there ,
is room for it 1eAet two liner on the pAge. Do not continue A pArA&rAph
on a ruccteding pege unltre it leAat two lines can be CArried  over to thAt
PASt -

(3) Tvne succeed inn  Detzte o n  plAin b o n d  pAper.  B e g i n n i n g  w i t h
the Atcond page, type the page number in numerAle  seven lines from the
top And fluah with the right margin. Continue text of letter two lines
below pAgt number.

i .  B-tnin the comnlimtntarv  c lose f lush with left  margin two . l inte
below the l~et pArrgraph.
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FIGURE 3-2. HOW TO PREPARE A LETTER (CONTINUED)

3

j. The einneture block is  typed f ive  l ines  below the complimtntery
close flush with the left mergin. It  contains  the name (on the f i f th l int)
end the t i t le  (on the sixth l ine)  in  init ie l  cepitel  lttttre. Do not use
routing  symbols with titles. When any l int  of  the  s ignature  block goes
pest  the center  of  the  page, continue on A second lint thet is indented
two l pecte.

(1) When AU individual is dtteiled to A eoeition es 8 rSSUlt of
e acreonnel Action,  use the tens Acting before the title in the l igneturt
block. Exemple  :

Jean U. Johnson
Acting Manager,  Air Traffic Brench

(2) When en individual is ectinn  in another position without A
personnel act ion, the signature block will reflect the name end title of
the incumbent , and the person Authorized will sign for the incumbent (ete
example below) unltee the letter is A denial of A  Freedom of Info-tion
Act request. In such instances, the Acting signature block is used.

Sincerely.

$?.&+&a zz2

Linda M. Black
Uanager,  NAtiOnAl Airway  Engineering

Field Support Sector
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FIGURE 3-3. ENCLOSURE AND SEPARATE COVER NOTATIONS

t’c/

August 17, 1981

Ur. Jamer  L. Proctor
6887 Exchange Boulevard
Seattle, WA 98145

Dear Hr. Proctor:

The notation Kaclorore ir ured for lettero. Enclosure notationr  are typed
two lines below the rignature block and florh  vith the left u-in. When
more then one enclorure  ir involved, identify each l nclorure by number
in the upper r ight  corner;  e.g . ,  Enclorure 1,  Enclorure 2. When there
is more than one lengthy enclosure, use tabs to identify each enclosure
by number.

a. Note enclosure(s) identified in the bodv of the letter es fOllOV6:

Enclorure 01 2 Enc lorurer

b. Note enclorure(s)  not identified in the body of the letter l a follovr:

Enc lorure 01. 2 Enclorurea
Form Letters ?landbook Form Letters Handbook

Plain Letters Handbook

C. Note multinle  conies  of  the enclosure(  identi f ied i n  t h e  body
of the letter in parentherer a6 follovr:

Enclorure (2 1 01 2 Enclorurer (2)

d. -N o t e  mul t ip l e  c op i e r  o f  the  enclorure(r)  n o t  i d e n t i f i e d  i n  t h e
bodyof the letter in parentherer after identification of the l nclorure
P6 fOflOV6:

Enclorure 01
Form Letter8  Handbook (2)

2 Enclorurer
Porm Letters Handbook (2)
Plain Letterr Handbook

Page 45
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FIGURE 3-3. ENCLOSURE AND SEPARATE COVER NOTATIONS (CONT'INUED)

a . When  rendinn  more than one CODY of the document under reoarate
-.
ident  if

indicate the number of copies in parentheses folloving the
ication of the document as follow:

Separa t l Cover
Airman Information Manual  (21

b. When the material ir mailed, inc lude  a  c opy  o f  the  l e t t e r .  I f
being sent other than firat class, type Letter  Enclored  on the face  of
the envelope or package to conform vith U.S. Portal Service regulationa.

2

l . AlI enclorurer  are identi f ied belov the enclorure  notation i f  aII
of the l nclorurer are not identified in the body of the letter. Example :

2 Encloaurer
Form Let t l rs Handbook
Plain Letter6 Handbook

When documents referred to in the body of a letter are l ent reparately
from the letter, type Separate Cover tvo liner belov the enclosure notation
(or tvo liner belov the rignature block if there ir no enclosure) and flush
vith the left margin. On the next line,
the documentr vhich are being rent.

type titlea or  dercriptiona of
The documents are identified here

vhether or not they vere identified in the text as follow:

Separate Cover
Airman Information Manual
Air Iraff ic Handbook

Sincerely,
.

2 En~lorurer
Form Letter8 Sendbook
Plain Letters Handbook (21

Separate Cover
Airman Information Uanu~l (2)
Air Traffic Handbook
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FIGURE 3-4. CARBON COPY NOTATIONS,
WRITER'S IDENTIFICATION LINE, AND CONCURRENCES

(stamp or type date here vhen ailned)

Urn. Jane J. Perry
1789 Brookville Avenue
Riverside, CA 92509

Dear Hrr. Perry:

Thin f i g u r e  g ive r  i n s t r u c t i o n s  f o r  c o m p l e t i n g  t h e  carbon  c o p y  ootatioar,
vriter’a identification line, and coocurreocea block the iirrt tima a letter
ir typed.

a . Carbon CODY diatributioo ootatioor  are l hovn oo ‘the original of the
letter only if the l ddreaeee bar a need to koov rho received a copy of the
l e t t e r . Alvayr ahov the carbon copy diatributioo oo the iotemal iaforutioo
copier,,offfcial  file copy, nod reading file copy.

b. Carboo coaiee  are iodicated  by typing CC: flush with the left martin
rod tvo liner belou the signature block, l ocloaure notatioo, or separate
cover notation folloued  by the oamea or routing aymbolr  of the recipients.
Ixample  :

ML-1
AWP-  1

c. Carbon CODY notatiooa  may br lirted  scroll  the D- to avoid rtarting
a rev page. .&ample  :

cc:w-lIML-lIAW-1

d . The control number of controlled correrpondence  appearr  in pareotherer
to the right of the appropriate routing l ymbol oo all internal carboo copier.
Example :

z-1
ML-1
AWP-1 (Control 1-6-f)
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FIGURE 3-4. CARBON COPY NOTATIONS. WRITER'S
IDENTIFICATION LINE, AND CONCURRENCES (CONTINUED)

2

l . Note vhen enclosures are not furnished to recinienta of couies  of
the letter in the carbon copy notation as follovs:

cc:
AM-I v/o enclosures
ML- 1
AWP- 1

f . The vritcr’s identification line is shovn on all internal carbon
copies of  the letter . Type the routing symbol of the preparing office,
the vriter ’a  init ials  and surname,  the typist ’s  init ials ,  the vritcr ’a
telephone number or extenaioo and the date. Separate each item vith a
colon. Place this notation flush vith the left margin tvo lines bclov
the last line of typing. Example :

AWP-70:RRRoada:olk:PTS  966-5678:7/l/84

g. I f  v o r d  orocesaiog  eouiomeot  i s  u s e d , type VP: and the document
name (or number,) in parentheses at the end of the identification 1 ioe.
Example :

AWP-22:BBBlack:lmm:PTS  966~4333:5/8/85  (WP:Documeot  Name or Number)

h . To obtain necessary concurrences, use the ladder on the official
f i le  copy. The  vr i te r ’ s  routing rymbol  is  placed in the f irst  block and
the coordinating of f  ices ’  routing symbol6 in the succeeding blocks.
Coordinating officials vi11 legibly vrite their initials, surname, and the
date in the appropriate blocks. Refer to chapter 9 for coordination guidelines
and procedures.

_ i. If letter is revritten or retwed, see figure 3-6.

Sincerely,

Jim L. Kelly
Director, Western-Pacific Region

2-1
ML- 1
AWP-1  (Cootrol  l -6-51

AWP-22:BBBlack:lIPm:FIS  966~4333:6/8/N  (WP:Document  Name or Number:)

Page 40 Chap 3



7/11/85

e
1360.16

FIGURE 3-5. HOW TO ASSEMBLE A LETTER FOR SIGNATURE

US Derxmmenr
of Tronrporror0n
Federal Aviation
Administration

August 16, 1984

tlr. Lee J. Brooks
211 Hain  Street
Atlanta, GA 30367

Dear Lee:

This figure shows the correct way to assemble correspondence in a logical,
neat package for signature. Keep together all items belonging with the
original of the letter, all items belonging with the official file copy, and
all items belonging vith the information copies. As illustrated on the next
page, documents vi11 be arranged in the following order:

a . Orininal letter and any enclosures are not stapled. Enclosures
are clipped to the original in the sequence they are mentioned in the letter.
Any courtesy copies should be next, followed by an addressed, franked envelope
or vindov envelope of the appropriate size.

b. Official file documents are the next documents of the assembled
package and are arranged in the folloving order vith the official file
copy on top and extended to the right so the concurrences block is visible:

(1) Any official file copies vpided by revision or retyping follow
a l l  p a g e s  o f  t h e  f i n a l  o f f i c i a l  f i l e  c o p y . Voided of f ic ial  f i le  copies
should be differentiated from the final official file copy with a diagonal
line drawn through them.

(2) Copies of enclosures that accompany the original.

(3) Any incoming correspondence and background information.

C . Readina file copy, vhen used, is the next document of the assembled
package. Write the routing symbol of the office which  maintains the reading
file in the upper right corner of the first page.

d . Information copies  and anv enclosures are identified by vriting
the routing symbol in the upper right corner on the first page. Include
an addressed, franked envelope of the appropriate size with each copy that
goes outside the Department of Transportation. Be sure to include copies
of any.enclosures  if appropriate.

Sincerely,

Manager, Airway Facilities Division .
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FIGURE 3-5. HOW TO ASSEMBLE A LETTER FOR SIGNATURE (CONTINUED)
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FIGURE 3-6. RETYPED OR REWRITTEN LETTERS

(rtemp or type detr here vben rigned)

Ua . Jene H. Pace
6713 Eand Leke Rned
Aocborege, A L  9 9 3 0 4

Deer Me.  Peer:

AMJones  .

t-
0.16
4/19;/84’
t-

Thir figure  ebour  the officirl  file copy vben l letter ir retyped or reurittm.

.a. l  orkimel identificecion  l i n e  r a d  the lmt retvmddrevrlttcg. .-ion lint l re rhovo on the nev cerbon copier vbeo l letter ie
0.l‘

retyped or  revr i t teo. Drew l diegoael line through l ll voided officiel
file copiee end l teple them behind the nw one.  Do oat cat or fold tbe

(my ,$,,f’
L - 2

mm OffiCkI  f i l e  c o p y . Deetroy l ll other copier of the old letter. Eech I*II~.L,mG
of the folleui~  l xempler could pertein  to either retyper or rewriter.

~u.rxz
ML-530:A?Uooer:drk:RS  6X-0010:4/19/81
ktyped:MtSOO:uj:t28632-7092:4/20i04  WP:Docuwnt  Nameor  Number)

AAL-530:AWooer:dek:~t  632-8020:4/19/84
Rwritteo:ML-5OO:Dmnn:mrj:FTS  631-7092:4/20/W

ML-S30:AHJooer:dak:~6 632~8020:4/19/04
Rwritteo per AAL-l:AAL-530:AWooer:dek:FSS  632~0020:4120/04

b.  aecoorditutioo ie mot reauired  vbeo l let ter  ir retyped for  riser
errora (euch Ed spelling e n d  t y p o g r e p b i c r l  errorr) o r  ubeo i t  ie r w r i t t e n
l pd the cbroge ir directed by l level of l uthority over l ll orgeoixetionel
element.  coordiaeting o n  t h e  o r i g i n e l  l e t t e r ;  e . g . ,  AAWl cheogee eo AM-1
letter rhich wee coordineted ritb AM!-1 l od U-1. Type the routing l ymbele.
coordiuetiop  o f f i c i e l e ’  nemea, end deter  of  prev iour  coordinetioar  in  the
l ppropriete blockr of the ledder of the nw officiel file copy l od continue
coordinetioo ee l ppropriete.

C. Recoord&tioo ie rewire4 b y  tbore c o o r d i n e t i a g  o n  t h e  original
letter rhea l ujor cbroge in cooteot ir mede. Tbe routing l ymbele of l ll
who coordineted oo the originel officiel file copy l re lirted oo the ledder
of  the  ow off ic ie l  f i le  copy.

Sincerely,

John 1. SP’ith
Uaaager,  Air Treff  ic Divirion

cc:AU-500/AGL-500/ML-500

ML-51O;AKIoner:d~k:fiS  632-8020:4/19/86
Retyped:ML-5OO:nrj:FTS  632-7092:4/20/84

CA* form 1a.014 I*#11 OCCICIAL FILE co**

Page 51



1360.16 .

FIGURE 3-7. IDENTICAL LETTERS

7/,l2/85

(rtmp  or type date here when rigned)

Hr. Paul E. Jamor
16 kin Street
Bourton. T X  7 6 6 4 9

Dear Paul:

When aa i d e n t i c a l  l e t t e r  ir w r i t t e n  t o  two o r  more persona, prrpare  l
original for l ech l ddrerree end only one oat of file copier. typ4 I lirt
of the l ddrerreer on all intern1  coph or, i f  the lirt ir too  long,  at tach
it to the f ilc copier.

Sincerely,

Don B. Wilron.
bnager,  Firuncial  Servieeo  Div ir ioo

Z - 3 0

ACT-32:JBRarrir:ppu:RS 4S2-4607:819/84

IDEKIICAL  LETlESS TO:

Hr. John L. Smith
1324 South ticArthur
Oklahom  City ,  of 73119

lb. Jane kl. Uilrolp
8544 North Alexander
Daller,  TX 7 6 7 8 9

l
I

-e

Page i2
(thru 60)
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FIGURE 4-l. GENERAL INSTRUCTIONS FOR CONGRESSIONAL CORRESPONDENCE ‘.

. i. 3 .,’ -,

:. (’ ,. , ‘. . : , ‘.

(stamp or type date here when signed)

The Honorable David L. Boren (see Appendix 1, Forms
United States Senate of Address, for Hembers
Uastington.  D C  20510 of Congress)

Dear Senator Boren:

The following guidelines apply when preparing congressional correspondence.

a .  T h e  d e a d l i n e  f o r  p r e p a r i n g  a  r e s p o n s e  t o  a  c o n g r e s s i o n a l  l e t t e r
i s  5  w o r k i n g  d a y s  f r o m  d a t e  o f  r e c e i p t a t  a n  o f f i c e / f a c i l i t y  u n l e s s  a
d i f f e r e n t  d u e  d a t e  i s  s p e c i f i e d . An inter im response  is  required  i f  an
appropr iate  answer  cannot  be  obta ined  in  that  per iod  o f  t ime. It must
state  approximately  when a  fu l l  answer  wi l l  be  made and the  reason for
the delay. An interim response is required within the 5-day deadline.

b . When  a  Member  of  Coneress  vr i tes  as  a  chairperson or  member  of
a comroittee, address the reply to him/her as chairperson or member of the
committee  rather than as an individual Member of Congress.

C. Fhen a letter is received from a staff member of a Member of Connress,
address the reply to the Member. of Congress or to the chairperson/member
of  the  committee  rather  than to  the  s ta f f  member . Reference  the  s ta f f
member’s name in the opening paragraph.

d . h’hen  a staff member vrites on behalf of a deceased Member of Congress,
address  the  reply  to  the  Administrat ive  Assistant  to  the  late  ( fu l l  name
of deceased Member of Congress).

.
e . h’hen  a  const i tuent ’ s  le t ter  results  in  an inauirv  f rom more than

o n e  Member  o f  Congress, send an or ig inal  and let terhead t issue  ( courtesy)
c o p y  t o  e a c h  Member. Indicate  in  each  let ter  the  name(s)  o f  the  o ther
Member(s )  who  have  rece ived  or  wi l l  be  rece iv ing  an  ident ica l  response ,
when possible.

f . .h’hen  a letter is sinned bv more than one Member of Connress, send
an ident  ical original and letterhead courtesy copy to each Member. Indicate
that each Member received an identical response.

g .  D o  n o t  u s e  a n  a t t e n t i o n  l i n e  i n  c o n g r e s s i o n a l  c o r r e s p o n d e n c e .
However, use an attention line on the envelope if  the Member of Congress
asks that the reply be sent to the attention of a particular staff member.
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FIGURE 4-1. GENERAL INSTRUCTIONS FOR CONGRESSIONAL
CORRESPONDENCE (CONTINUED)

2

h. The constituent’s letter,vhich  is returned totheklember  of Congrers,
is counted as an enclosure. Type Trmnit t ed Correrpondcncc on the or ig iaa 1
and a11 copies of the letter.

1..  m u s t  not
have the right margin justified.

Sincerely,

Ruth A. Marshall
Director, Aeronautical Center

Enclosure
Transmitted Correspondence

.
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c

FIGURE’ 4-2. COPY REQUIREMENTS

The Honorable Albert J. Jackson
United States Senator
111 South Love
Atlanta, GA 30301

(see Append ix 1, Forms
of Address, for Members
ot Congress)

Dear Senator Jackson:

Prepare the following copies when replying to congressional correspondence:

a. Member of Congress. Letter original and letterhead tissue vith
any enclosures and the transmit ted correspondence. If the Member requests
the reply be addressed to his/her district o f f i c e  o r  d i re c t l y  t o  the
constituent , send one letterhead tissue, a copy of any enclosures, and a
copy of the transmitted correspondence to the Member’s Washington office.

b. Administrative Staff (ADA-3). Two readable, reproducible copies
if the reply is signed by the Administrator or the Deputy Administrator OP
one readable, reproducible copy if the reply is signed at other levels.
(AOA-3 will accept machine-reproduced copies.) Attach a copy of any
enclosures to one copy marked for AOA-3. If the correspondence vas received
by the region or center directly from the Member of Congress, attach a
copy of the incoming correspondence to the AOA-3 copy.

c. Executive Secretariat (S-101. One reproduced “xeroxed” copy of
the signed original with a copy of any enclosures marked for S-10 if the
correspondence is also controlled by S-10 and signed at any level other
than the Secretary (S-1) or the Deputy Segretary  (S-2). If the reply is
signed by S-l or S-2, provide one readable copy for S-10. All S-10 copies
must be sent to AOA-3.

d. Official File. The official file copy vith a copy-of my enclosures
and the incoming corespondence. If the reply is signed by S-l or S-2,
prepare an additional official file copy with no coordination in the ladder.

e. Readine File. One readable copy marked for the reading file of
the signer if the reply is signed at a level other than the Administrator
or the Deputy Administrator.
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FIGURE 4-2. copy ~n~uIREbf~ms (CONTINUEDZ_

2

f . Other  IUfOn6at iOn CODitS.
o f f i c e ,

A6 determined  ntctrrrry by the action
one rtadrbl t  copy  for any o f f i ce ,  serv ice ,  region,  or  center  vith

a copy of 6ny tnclorurtr  and the incoming correspondence.

S incere ly ,

Hark A. Cartvright
Director,  Southern Region

Enc lorurt
Transmitted Correspondence

c c :
W&rhington Office
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FIGURE 4-3. CARBON COPY NOTATIONS

1360.16

A u g u s t  2 5 ,  1986

The Rooorablt  John Jones
Htmbtr, Dnittd St6ter  8OUSt o f

Rtprt6tnt6t  ivtr
301 bcht6ttr  Avenue
Dalltr,  TX 76101

(see  Appendix 1, porn...
of Address, for tksbtrr
Of cOngrt66)

Dtrr  Mr. Jones:

The  f o l l o v i n g  ~uidtlintr  6pply  t o  c6rboo  c o p y  not6tionr o n  co~rt66iOMl
correspondence:

. .b. t h e  orlnmsl  o f  t h e  letter and t h e  l e t t e r h e a d  tirru& 6  c6rbon
copy notrtion is ptrmirrib~t vhen the reply is sent  to the district office
of the Hembtr of cOngrt66. Ex6mple:

c c :
Y66hiogton  OffiCt

b. b all carbon CODit of  tbt  l e t ter  l XCtDt the lttttrhtrd ti66ute
rhov the other c6rbon copy no(6tiour.

(1) Copier  control led by the Execut ive  Secrtt6ri6t  (S-10)  and/or
the Adminirtativt  St6ff  (AOA-3)  art 6hovtI 66 follw6:

iii-3 (Contro l  A840815022)
S-10 (Control 8108130056)

(2) C o p i e s  r e c e i v e d  b y  t h e  r e g i o n o r  center  d i r e c t l y  f r o m  the

!itmbtr  o f  congress 6rt  6bCWU 6 6  fOllOV6:
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FIGURE 4-3. CARBON COPY NOTATIONS (CONTINUED)

2

(3) A d d i t i o n a l  c o p i e s  f o r  a n o t h e r  o f f i c e ,  serv ice ,  r e g i o n .  o r
c e n t e r  a r t  n o t e d  b t l o v  t h e  lasr n o t a t i o n  a6 Shovn  b t l o v :

Sincerely ,

cc:
Washington Off iCt
AOA-3 (Control AW0815022)
S-10 (Control 8108130056)
ANI+  1

:rl :-xi -.: :ried  b\
?.3.Tr.L,r..:  .-. ‘.aran]o

Raymond J. Naranjo
Director.  Southvest Region

Enclosure
Transmitted Correspondence

cc:
Uashington  Off ice
AOA-3 (Control A840815022)
S-10 (Control 8408130056)
ANM-  1
ASU- 1

Ash’-500:CEJonte:saa:FTLi  379-4056:8/23/84 (WP:Document  Name or Number)

(thru 70)
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FIGURE 5-1. ADMINISTRATOR'S CORRESPONDEN&-LETTERS

(stamp  or type date here vhtn signed)

Ur. Kevin Bond
234 East Hightovtr Street '
Oklahoma City, OK 73132

Dear Ur . Bond:

Letters for the signature of the Administrator or the Deputy  Administrator
or letters of special interest to them that art signed by others art controlled
by and routed through the Adminirtrafivt  Staff (AOA-3).

A. If infon6ation  from a region or  center  is needed to respond to
correspondence designated for the Adminirrrator’r  rign6turt,  the Ftdtr61
Aviation Administration headquarters office of pr-imary  interest rh6ll
obtain the required information and prtp6rt the final response. All
interim replier to such corrtrpondtnct  art prepared by the FM headquarters
office of prirmry inttrt6t  and art signed by the appropriart  A66oCiatt
Administrator or office/service head.

b. I f  a  letter is s i g n e d  o u t r i d e  t h e  O f f i c e  o f  cht Administr6cor,
but controlled by AOA-3, forvard one readable copy of the response to AOA-3.
The AOA-3 control number is rhovn  on this copy.

c .  The fo l loving art ruggtrttd  opening rt6ttotntr  for  iorrtrpondtnct
referred by AOA-3 for signature of another official.

(1) Thank you for ’your letter  of  (date) to  the (Administrator)
(Deputy Administrator). (He/she)  ha6 a s k e d  (US) (me)  L o  r e p l y  t o  y o u
regarding (subject). (NOTE: If it’s 6 16tt response,  eliminate the date.)

(2) The Administrator ha6 66ktd me to thank you for your cxprtrrion
of interest in (subject). I

d . If a letter is signed by the head of an office and deemed of sufficient
interest to the Administrator or the Deputy Administrator, forvard tvo
readable copier to AOA-3.

Use the folloving guidelines vhtn preparing a letter for the signature
of the Administrator or the Deputy Administrator.

J . Prepare the letter’ on Office of the Administrator Ittttrhtad.
Forvard  an of f ic ial  f i le  copy and tvo readable copier  vith the letter .
A11 copies mst be identical to the OriginAl. Approval  letters  art s igna ture
mail and the 66mt  number of copier 8rt required.

Page 71



1360.16 ?/12/85

FIGURE 5 -1 . ADMINISTRATOR'S CORRESPONDENCE--LETTERS (CONTINUED)

2

b . Do not use an 6tttntion  l int .

c. Do not use the personal pronoun “I” unless  rtqutrttd by the Adminir-
trator’r office; this permits an offici61 other than the Administrator
t o  s i g n  t h e  l e t t e r  v i t h o u t  r t v r i t i n g . The use of the pronoun “vt”  is
permitted.

d . The signrturt block is  typed f ive l iner  bt lov the complimtnt6ry
ClOSt. Enclosure notations art typed tvo liner btlov the title.

t. Do not rhov  copy distribution on origin616.

f . Do not rt6plt  original6 or courtesy copier.

g. Do not justify the right margin.

h. Attacha  readable copy of the incoming letter, background infornucion.
rnd any tnclorurtr’to one of the copier if the corrtrpondtnct is not controlled
by AOA-3.

i. Attrch all voided official file copier. Return the letter originally
intended for signature includinganynottr  from the Office of the Administrator

or Deputy Administrator.

3.’ L imi t  c oncurrences  t o  o n e  f o r  each o f f i c e ,  s e r v i c e ,  r e g i o n ,  o r
center involved, including the preparing tltmtnt  . The initial6 and 6amme
art required. Other levels m6y initial in the rprct btlov or to the left
of the 16ddtr  of the offici61 file copy.

k. The originating of f i ce  shall  retain all infoxmation  copier  to  be
distributed outride the office except those for AOA-3 and higher officer.
Upon receipt of the dated and rt8mptd official file copy, the originating
o f f i c e  ind i ca tes  d6tt s i gned ,  s i gn ing  o f f i c i a l ,  a n d  r o u t e r  info-tion
copies.

1. Detach  mail  c ont ro l  slips, rOutt s l ips ,  a n d  my o c h e r  material
- n o t  pertinent to  the  correspondence .

m. I f  J  b r i e f i n g  mtmorandum  is n e c e s s a r y ,  l im i t  i t  t o  o n e  pagt khtrt
pract ic61. Do not repeat the content of the rtl6ttd  letter in the briefing
memorandum. Give signific6at background @formation; reason6  for the 8ction
proposed;  pertinent  pol ic ies ,  1~6, or precedents;  concurrtnct6  Or vitv6
o f  o t h e r  o f f i c ia l s ; and pO66iblt alttrnativt6. Briefing memorandum6 +rt
signed by A66OCiatt  Administr6torr. had6  of officer 6nd 6trviet6,  or their
deputies or designated JltttnJtt6  -

. .
Sincerely,

Donald D. Engtn
Administrator

l

.
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FIGURE 5-2. ADMINISTRATOR'S CORRESPONDENCE--MEMORANDUMS

?’W Memorandum

:.,,r  p.i ’ ACTION: Administrator’s Correspondence--
Hemorandums

From Administrator

La- (stamp or type
date here when
signed 1

b-r , ‘,
&..‘, ti’

I
10 Associate Administrator for Administration

Memorandums  for the signature of the Administrator or the Deputy Administrator
are prepared according to the guidelines in figure 5-l.

a. Type the title only in the Prom: line.

Donald D. Engen

b.b. Leave the Reply  to Attn. of:Leave the Reply  to Attn. of: block blank except when writing toblock blank except when writing to
the Secretary.the Secretary. In this case,In this case, type the drafter’s name and telephone numbertype the drafter’s name and telephone number
in the block.in the block.

c. Use the title only in the To: line.c. Use the title only in the To: line. Do not use a routing symbolDo not use a routing symbol
with the title.with the title.
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CHAPTER 7. WHITE HOUSE CORRESPONDENCE

70. DEFINITIONS.

a. White House corresoondence  is all correspondence sent to or prepared
for the signature of the President or White House staff members and all
correspondence referred from or  control led by the White  House for  direct
reply or appropriate handling. The time limit for reply is 9 working days
from date of receipt in the action office unless a different due date is
speci f ied. .

. .

b . White House bulk mail is correspondence referred by the White House
that is not controlled by the Administrative Staff (AOA-3).  The time limit
for reply is 15 days from date of receipt in the action office.

71. TIME LIMITS. If the due date for a reply to controlled White House
mail cannot be met, the action office prepares an interim response which
includes the best possible estimate as to when a complete reply can be
expected. If the Secretary or Deputy Secretary will sign the final response,
the interim response may be signed by the action office unless otherwise
s p e c i f i e d . I f  t h e  f i n a l  r e s p o n s e is signed within a Federal Aviation
Administration (FAA) element, the acknowledgment is signed within the same
organization. The action office may sign the interim response, as appropriate.

72 . COPY REC UIREMENTS . Copy requirements for White House correspondence

l are as follows:

a. The standard copies prescribed for all correspondence as explained
in figure 3-5.

- b. One readable courtesy copy. Addit ional copies are prepared if requested
or if it is certain they are needed.

c . One readable cqpy of the proposed reply for the Executive Secretariat
(s-10) .

d. One readable copy of the proposed reply for AOA-3  OBtworeadablecopies
if the reply is signed by the Administrator or the Secretary.

73 .-79. RESERVED.

Chap 7 Page 91
Par 70 (and 92)
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FIGURE 7-1. TRAFWWIAL KDfORANDUM  FOR
WHITE HOUSE (PRESIDENT’S) CORRESPONDENCE

1360.16 CHG 1

*

htrp o r  type date Lrr den rigned)

ImfouNmw  TO: (rtaff rabcr'r we)
Director, Agency Lieiron
kesidentirl  Correrpoodroce
The Vhite Boure

mhTtcT: (atate  your rubject)

This tranemi?s the propored  reply. #marire the baekgrouod  of tbe letter,
the action t&en, rod the remon for the reply. Reference any pertinent
precedents, lmm, and policier . Do not rentate tbe eontente of the mclored
draft .

T h i s  format ir c e l l e d  l  forrel  uorandtm  and aooa~lly wed o n l y  when
writing to the Vhite Boure. The vordr ‘enclored”  rod “eoclorure”  are mred
in formal l rorandur .

Ruth Driokard tnoure
Director, Xxecotivr Secretariat

Inclorure

*
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FIGURE 7-2. PROPOSED REPLY FOR WHITE HOUSE (PRESIDENT'S) CORRESPONDENCE

P R O P O S E D R E P L Y

Dear k. Bond:

Corrcrpondcncc to be rigned at the White Hourc  (Prerident’a)  level ir prepared

l outlined belov:

J. Type the ,letter in double-rpxced  draft form on plain  vhite bond.

Type the, vordr PBOPOSm KEPLT  in ~11 crpitrl letter&  in the upper right

corner, leaving  o n e  rprce betveen e a c h  l e t t e r . Thir propored r e p l y  ir

sent by trmrmittrl correspondence (#cc figure 7-l).

b. Return the White House corrcrpondence  after  reproducing J copy

for the action  office’8 official file. &kc J  notation  Origimxl  o f  iacaiag

correrpoadence  rctamed  to Ubitc Eoaac on the official file copy.

.

C. Shov the name Jnd rddrerr  of the recipient tvo liner balov the

rignrture block, flurh vith the left margin, l pproximtely nine liner bclov

the complimentrry close.
I

Sincerely,

(do not type J rignrture block
or  t i t l e  unlerr  rpecified  i n  t h e
inrt ruct ions received 1

Hr. J.R. Bond (eddrelree)
2020 Delta kne
AtlJlltJ,  CA 3 0 3 2 0

0

l
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FIGURE 7-3. TRAN&IlTAL  MEMOFUNDUH  FOR WHITE HOUSE
(VICE PRESIDENT'S) CORRESPONDENCE

*

(rtap o r  t y p e  date hero rben rigad)

moulrmn TO: (rtrff rember’r ore)
Office of the Vice ?reridmt

lDNtCk: (etete  y o u r  rabjrct)

Tbir ir t h e  trmnittrl  l e t t e r  r u e d  b y  t h e  kecutive lecrrtrrirt (g-10)
to l end the Ahinirtrrtor’r  reply to the Office of the Vice Prrrideat.
gmrrire  hckground o f  t h e  l e t t e r ,  t h e  a c t i o n  taken, md t h e  ?SJJOD#  f o r
the reply . Beference  ray pertinent precedeuts, Aly~, a n d  p o l i c i e s .  D o
not rentate the contenta of the enclored letter to the Vice  Preridcnt.

thir foart ir Called J  fom1 l r o r r a d =  a n d  moa6lly oaed only rben
writing to tbe Vbite goure. the rordr “enclosed” bnd “enclomre” are ued
in f o-1 l rorradur .

gatb Driskard  Xaooae
Director. Rxecutive  kcretariat

taclorure

*

.
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FIGURE 7-4. HEMORANDUH  TO BE USED AS AN ENCLOSURE
TO THE VICE PRESIDENT'S REPLY TO CONSTITUENT

(#tamp or type date here when Jigned)

)(EHOUNDUH  TO: The Vice Prerideat

SUBJECT : (atate your Jubject)

Thir ir J letter that the Vice Prerident’r  office uJeJ to l ncloJe with
J  Jhort  le t ter  from  the rtaff member bJck to  the conrtituant. T b i r  r e p l y
ir J~WJYO  in fiuJ1 fom (not draft) and ir J~VJYS  written to the Vice Reeident
Jnd not to the conrtituent. Tbir r e p l y  ir rigaed b y  t h e  AdminirtrJtor
Jnd trrnrmitted  through the  Lxecutive  SeerefJriJt  (S-10) .  Do not  jurtify
the right rbrgin.

DooJld  0. gngen
AdmioirtrJtor

Page 9 6 Chap 7
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FIGURE 7-5. WHITE HOUSE REFERRALS FOR DIRECT REPEY

(#tamp  or type date here vhen rigned)

Ur. J.R. Bond
2020  Delta Ime
AtlJntJ,  G A  30320

Dear Hr. Bond:

White Houre referralr  for direct reply Jre p.rJpJrJd  according to the folloving
gu ide 1 iner .

J. When replying CO Presidential mail, do not u#e  phrarer containing
the vord referred, indirect or imperronal  phrarer, or phrarer which mention
the White Rowe JS though it vere a perron. Use the folloving phrrrer:

(1) Prerident (rurname)  bar  rrked  me to thank you for . . . .

(2) Thank you for your letter of January  1, 1984, to President
(surname) . . . .

(3) On behalf of President (rurname), thank you for . . . .,

b. When it ir inappropriate to l xpresr appreciation, use:

(1) Prerident (surname) bar  raked  me to reply to . . . .

(2) Your letter of January 1, 1984,  to President (surname) van
received . . . .

C. Furnish the White House J copy of the reply vhen requested to do
so or  i f , in the opinion of the action office, the reply ir of unexpected
interert or  signif icance. I n  ruch caaea, attach  a readable copy of the
incoming letter to the White House copy of the outgoing letter. Prepare
this copy of the reply on letterhead tirrue.

Sincerely,

Glenn R. Wright
Associate Administrator for Air Traffic

Chap 7 Page 97
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CHAPTER 8. TELECOMMUNICATIONS

80. USE. Telegrams and other .forms  of message transmittals are used for
correzndence when’both speed and a written record are essential. Use
telecommunications only when qecessaq.

.
81. MESSAGE STYLE. Use the following standards of style when preparing
messages.

a. Omit the articles a, an, and the unless they are needed for clarity
or unless they are part of a quoted passage.

b. Type numerals as Arabic numerals. Use numerals and the slash mark
when writing fractions rather than the typewriter fraction. Write compound
numbers with a hyphen. Examples:

2 l/2 1984-85

c. Keep punctuation to a minimum and use only as needed for clarity.
Do not use words such as Stop, Co&ma, Quote, or Period. When open punctuation
is specified, do not use any punctuation.

d. Avoid use of unnecessary words such as Hr. or Please.

e. Use standard agency abbreviations. Use other abbreviations only
when it is certain they will not cause confusion.

f . Do not underscore for emphasis (underscoring is not transmitted).

g* Do not use the following symbols since they are not on the keyboard
of a teletype machine and must be spelled out: +, X, *, @, or O.

h. Use” all capital letters.

82 . PREPARATION OF STANDARD FORM 14 (SF-14). Fill in all applicable spaces
on the first page of a message. Start typing succeeding pages two lines
below the TO: caption; the top portion need not be repeated. Prepare the
same copies as prescribed for a memorandum or letter. Attach material to be
facsimiled (an exact copy of the original document transmitted by wire
service) to the SF-14. This material should be an unstapled, readable copy
in good condition. Tissue copies are not accepted.

a .  N a m e  o f  Anencv. Type FEDERAL AVIATION ADPIIKISTRATION (FAA for
within agency), name of office or organizational unit, mailing address,
city, State, and ZIP Code.

b. Precedence.

(1) Type ROUTIRg for messages that need not reach the addressee by
clbse of the current workday.

Chap 8
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(2) Type PRIORITY for messages that must reach the addressee
before the close of the current workday. (See figure 8-6 for time zone
map.) Normally, a priority message reaches its destination within 4 to 6
hours. However, i f  de l i very  t ime  i s  c r i t i ca l , type a note at the bottom
cent,er of the page. Example :

ADDRESSEE.MUST.RAVE  FOR ACTION BY 4:30 PM EST

c . Security Classif icat ion. If the message is not classif ied, type URCLAS
in the security classification block. If message is classif ied, see’ Order
1600.2B, Nat ional Security Informat  ion.

d. Accounting Classification. Leave blank unless a COLLECT or CRARGE
TO message.

e .  Date  Prepared. Type the month, day ,.and year using numbers only; e.g.,
5114184.

f . Tvne of Message. Check SIIOGLE, BOOK, or MULTIPLE ADDRESS as appro-
priate.

(1) Single. Check SIFJGLE when sending a message to one addressee
only.

(2) &I.&. Check BOOK when sending identical messages to two or
more addressees and each need not be informed of the other recipients. h’hen
the addressee must not be informed of other recipients, insert the phrase
(PROTECT TO EACH ADDRESSEE AS A SIRGLE ADDRESSEE) in parentheses immediately
above the list of addressees.

(3) Multiple Address. Check MULTIPLE ADDRESS when each addressee
must be informed of the other addressees. Type the names, addresses, and
the message on the SF-14.

g- Name and Telephone Number. Type the name and routing symbol of the
writer of the message. Type the complete telephone number, FTS or commercial.

h. Messane to be Transmitted. Do not type beyond the dotted guideline.

(1) Address .

(a) For action addressees, begin the list two spaces to the right
of  the TO.: caption. Type in capital letters, block style, single spaced,
with open punctuation. Double space between multiple addresses. I f  t h e
printed TO: caption is followed by instructions (see figure S-11, begin the
list of addressees two lines below the TO: caption.

(b) For information recipients, type, IRFO: two lines below
the end of the action addressees and begin the list of information addressees
two spaces to the right using the same format as for action addresses.

cc> Always include the ZIP Code for addresses outs.ide the Federal
- . Government.
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(d) Include the telephone number of the facsimile machine to
which the message will be sent for facsimile messages sent outside the FAA.
Include a confirmation telephone number when confirmation of receipt is
desired. These telephone numbers are typed .to .the right of the address (see .
f igure 8-5).

(2) B o d y . Begin the body of the message flush with the left
margin two lines below the last line of the address. Use all capital letters.
Block paragraphs, double space text’, and triple space between paragraphs.

.1. S ignature . Type the full name and routing symbol of the signing
off ic ial  in  capital  letters  f ive  l ines  below the last  l ine of  the body of
the message flush with the left margin. If the message is going outside the
Federal Aviation Administration, type the signer’s title and routing symbol
in capital letters on the second line and FEDERAL AVIATION ADMIi?ISTRATIOR on
the third line.

j .  C O P Y  D i s t r i b u t i o n . On the carbon copies only, type cc: flush with
the left margin two lines below the last line of the signature element.
Begin the list of recipients on the next line flush with the left margin and
include information addressees to receive copies by mail rather than by
wire. Send information copies through the mail when speed is not essential.

k. Ident if icat ion Line. Show this line on carbon copies as illustrated
in chapters 2 and 3.

1. Page Number and Number of Panes. Show the individual page number
and total number of pages in the appropriate blocks on the SF-14.

m. Message Delivery. Hand-carrymessagetothetelecommunications center.

83. REFERENCE. See Order 1770.6, Communications Control Center Handbook,
and subsequent revisions for instructions on preparation of General Notice
(GENOT) and Regional Office Notice (RENOT).  See Order 7930.2A,  Notice to
Airmen (NOTAMS), and subsequent revisions for instructions on preparation of
NOTAMS.

84 .-89. RESERVED.

Page 107
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FIGURE 8-l. SAMPLE SF-14 TO OTHER FAA OFFICES

FAA CENTRAL REGION
601 EAST 12M STREET
KANSAS CITY, MO 64106

YlDI PRIORITY

m ROUTINE

I- B/15/84 . .
m8emuAnmdcuL

u myI lmQlyyoI
Jfb! C. JAeS, ACE-64C 749-4459 Q-- a- o=-

mn S?Aca  RI lm w cowuNKAm  lm?r

uusMRTou- IUrdmnv~ddlrCnJkl
t o : (PROTECT ~0 EACH ADDRESSEE AS A SINGLE ADDR~~S~

FAA EASTERN REGION (=A-60)
NEW YORK NY

FAA GREAT IAKES REGION (AGL-60)
DES PLAINES IL

INFO : FAA HQ WASH DC (AMS-400)

THIS FIGURE ILLUSTRATES THE PROPER WAY TO PREPARE A MESSAGE TO OTHER
1

FAA OFFICES. THE TEXT OF THE MESSAGE BEGINS 2 LINES BELOW THE LAST i:

ADDRESS LINE.

TRIPLE SPACE BETWEEN PARAGRAPHS OF THE TEXT.
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FIGURE 8-2. SAMPLE CHARGE TC? SF-14

fElEORAIHIC MESSAGE

_-__ _ _ _ _ _ _ _ _ _  _ _-.-  -----I  - - - -  L.-L
ml lNmlW?loN  cut_.- ._--.-  --..-- - - -  ----..  - - -

ure
. -;.~~~------  rs&wru*ot

; - . . . . . . . . . _
- . . . i... , . . . . - I. ; : ‘..-  . .------ --- -. ___-___-__-__ II-��:.-----

?‘#I111 WRCI HIP I’M OF (‘OMYI  .*I( A710.5’ 1’%,7

.‘:.I.:.“  - : 1.. c ir .-‘.“1:: ;i ;:,:J.  . ._.. . : ;,;j  i.y,y  i;;.;.:.p  ‘;?;

- -  __. ._---_- .2--.:-z- --~
..: :;: ::---  ..-_)-

ut5WGf  10 5t IUN5WTltD  IL’,, &.bC ,@n.,  4.J  all umu1 Irlunl- - . ..--
To: :‘: ‘. ;,y y. ..,  . ..,.. . .

::-.  p-y. ‘,
.-...  . . . ;., . . ._. .._ . _

. - _ .

. . . . -.: -- . . -. ..- : .-. ..-._ _.:. .\,_. c-:‘l:-1: :::‘:il.:;  I‘:::. 5‘ .:..I.: , rI’:.:..:;..,  ‘F

z z - -

. . . - . , . - - - . . - . . . -. _
_. . _.. :.-:.;: i. .

-, . : : -.
.: . . . . _.... _ ::L CHARZE TO : I;:.:‘.‘:,“.:>:

I

. . . -
.-

. . . - .
..i.. I . ..-

.-_  .
_ L .- : .

;:‘-’.._

-..-. -:s

.-_ _.._ _ _. . ,_:. ,..?. __., n:.-:.

. .* _ .._ ..__^. . . . :...I,.,. . . .
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FIGURE 8-3. SAMPLE COLLECT SF-14

136p.16.
0

.

TrWOuWx  Messme, ua- lcrm-m
FEDERAL AVIATION APIINISTRATION
WESTERN-PACIFIC REGION = PRIORITY
9.0. BOX 92007 WRLDM4Y  POSTAL CENTER

tiCUS

LOS ANGELES, CA 90009 m

A--lml t i n - u
COLLECT 919104

ro1waw*nonu
YUI m o m - ma-
MARK K. AU3ANDF.R. AW-24 536-7229 o- a- cl=
ml5 smlx ma IJXB OF CawuNmm lmn

yN*o11oU~lkddde+dqdd~h~
TO: RICHARD E SMITH 213-123-1231

,190 WEST IMPERIAL AVENUE !

GRAKD  PRAIRIE TX 75050
I

BELL HELICOPTER TELEX 768229 BELLHCTP FTM ,
ATTN  MOhlY  JONES I
P 0 BOX 3069
FORT WORTH TX 76101

I
THIS FIGURE ILLUSTRATES THE PROPER WAY FOR THE ORIGINATOR TO PREPARE

k CULLECT  TELEGRAPHIC MESSAGE TO AN INDIVIDUAL OR ORGANIZATION AT A

NON-FAA LOCATION.

COLLECT MESSAGES ARE SENT TO ORGANIZATIONS OR INDIVIDUALS WM  HAVE

PREVIOUSLY AGREED TO PAY THE CHARGES UITHIN  THE SO STATES, CANADA, OR

PLTRTO  RICO. THE COMPLETE TELEPHONE NUMBER PLUS AREA CODE OR TELEX

NLTlBER  IS LISTED MEDIATELY FOLLOWING THE NAHE  IN THE ADDRESS LINE.

JOKATlLM4  L. BANKS
HANAGER,  ACCOUNTING DIVISION, AWP-20
FEDERAL AVIATION ADMINISTRATION

ADDRESSEE MlST HAVE FOR ACTION BY 1:30 I% CST
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FIGURE 8-4. SAMPLE SF--14 OF A FACSIMILE MESSAGE SEhT WITlllh  &A. .

l.
ooo-noNuu  - - ,

- - !
~lmci*ru*or - -- MOI-

E&-y y ,,. F-“; s. S.-.-’ - ,- 9 6-1’ : >
MIS W4CE WR USE OF COMMUNIU~ UNTT

- - - e---e--_--
YIUAM 10 u NNwwrm IL'" Anbb I- .d ali UCYI Irrm.--.-_- ._- ---.- -7------

r o : T;r& !I.. '*'P=.S~  i x  (TFT-10: I

L

I

.

I

J
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FIGURE 8-5. SAMPLE SF-14 OF A FACSIMILE MESSAGE  SENT OUTSIDE FAA

FEDERAL AVIATION ADMINISTRATION
NORTHWEST MOUNTAIN REGION - PRIORITY IINCLAS
17900 PACIFIC HIGHWAY SOWH, C-68966
SEATTLE, WA  99168 I*p
UC-PUHC*nal mm vwyD U

6/19/64c 1 IKY-llmC*U
Uu Iw#Luy ma-
JEhWIFER  L. BATES, ANM-23 392-2904 B- o- oz

THIS SINE CDI US.? OF CaWUNK*lh  tlNm

ulUAOtTOY-fllEOlthIIrb&~ddlU#Ullrml
TO: SMITH AVIATION (MACHINE NUMBER: 213-536-6935)

1349 BAKER ROAD (CONFIRMATION NUMBER: 213-536-6900)
I
i

LOS ANGELES CA 90009

TRMSHIT THE ATTACHED  5 PAGES VIA FACSIMILE.

JQHh' K. ALEXANDER I
UZ';AZER, ACCOUNTING DIVISIOti,  AM+20 i
FECERAi AVIATION AD?lINISTRATIOti

I
I
j '(

I

i

.
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FIGURE 8-6. TIME ZONE MAP
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CHAPTER 9. COORDINATION

90. G E N E R A L ,

a. Coordination is the procedure by which the action off ice ensures a
‘coordinated response prior to presentat ion for approval and/or signature.
Coordination of outgoing correspondence:

(1) Will be held to a minimum and will be effected by the quickest
and most informal method appropriate for action.

(2) Wil l  be  ef fected with only those of f ices  having a vital  or
substantive .interest in the subject matter.

(3) Shall not be requested merely for courtesy or informational
-purposes.

(4) Will be accomplished by the originating office during draft stages
to avoid revisions of final copy when practicable.

(5) Wil l  be  ef fected without delay.  The urgency of  responding
.-will determine the length of time allowed for coordination. Normally,
coordination will be conducted within 1 working day. However, if the urgency

* of the correspondence dictates, this time will be reduced.

b. When coordinating correspondence, the following definitions apply:

( 1) Concurrence. Indicates agreementwiththe concept oftheresponse.

(2) Concurrence with Comment. Indicates agreement with the concept
of the response, but it should be revised to avoid an incorrect, unresponsive,
or misleading statement.

(3) Nonconcurrence. Indicates disagreement with the concept of
the response.

91. METHODS OF COORDINATION.

a .  Seauential. Send the correspondence to one off ice at a time for
signature on the same official file copy.

b. Simultaneous. Send a copy of the correspondence to each coordinating
official at the same time. The coordinating official should coordinate with

- the originator by telephone or personal visit to resolve any differences .’
If coordination is performed in this manner, notation should be made on the
ladder of the official file copy.

c .  T e l e p h o n i c . In instances where the originating office and the
coordinating off ice are distances apart, coordination by telephone is advis-
able. Read the correspondence to the cqordinating official and request oral
approval. Note on the ladder of the official file copy that coordination
was obtained by telephone.

Chap 9
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92. COORDINATION PROCEDURES.

a. Concurrence. If the correspondence in question is acceptable, the
coordinating official will legibly write his/her initials, surname, and the
date.  in  the appropriate  block .on the ladder on the of f ic ial  ‘ f i le  copy.
Promptly send the correspondence to the next coordinating office (or the
originating office as appropriate) by whatever means necessary to meet the
deadline date..

b. Concurrence with Comment. If the comment proposes a change, clear
the comment with the originating office and any previous coordinating offices.
The originating office will retype the correspondence to incorporate the
change. If the comment does not suggest a change in the correspondence, but
prwides addit ional  information or  is  of  a  sensit ive nature,  attach the
conssent  to the outgoing correspondence and return it to the originating office.

c. Nonconcurrence. If at all possible, disagreements shou’ld be resolved.
If they are not, state the differences and reasons on a briefing note and return
it vith the correspondence to the originating office.

d. Unresolved Issues. The originating of f ice  shal l  resolve al l  non-
concurrences and comments made by coordinating offices before transmittal of
the correspondence. If comments cannot be adopted or nonconcurrences resolved,
referthematter to the next level of supervision, preferablywithanexplanatory
srrmPary  . The summary should clearlydefinethe comment(s) and/ornonconcurrences
not adopted or resolved and the reasons for such nonadoption or nonresolution.

93 .-99. RESERVED.
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CHAPTER 10. CORRESPOh?)ENCE MAIL CONTROL

1 0 0 . GENERAL.

a. Correspondence mail control refers to any system used to record
the receipt ,  locat ion, and disposition of correspondence. The  type  o f
control system may vary to meet the needs of the ‘individual office. However,
it should provide the amount of control required to ensure a prompt response
and limit the number of points controlling the same piece of correspondence.

b. Mail Control Forms. Some of the forms used to control mail are shown
in figures 10-1,  10-2,  and 10-3.

c. Control of White House Referrals. From time to time, the White House
staff conducts surveys of response time to correspondence it has referred.

. *White House correspondence control points are responsible for keeping data
on the volume of mail referred from the White House and the dates of receipt
of letters and dispatch of replies. This data must be kept for 6 months. ’

FIGL’RE 1 0 - l . SAMPLE GF FAA FORM 1770-5, MAIL CONTROL

FFp.4 D A T E - C O P R E S P .  1 CONTROL ND.

kPT-1 7/l/84 1 l-7-5

s-S-E" OATE RECD. SdSPEhCE L A T E

Er?._rlo:*ee Assistance Procjram J/6/84 T/20/04

T C CATE

1

RE’nr:Kf
~s!:-lo 7/6/84

Please prepare reFly for ASK-1 signature.
I2

3

ACTION TAKEN 4

r .rdk- ACT I O N  NECESSA@Y

oA-E’bCKNS*LEoCE3 1 BY /

C A T E  AUSHEFE; 7/g/ if++ e,/5#’ v/o =
/ I -

CT*E=

FAA Form 1770-S (I-721 MAIL CONTROL FORMERL” F A A  F O R M  1020

Numbering
systems
mayvary.

Chap 10
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FIGURE 10-2 ; SAMPLE OF ADMINISTRATIVE STAFF (AOA-3) MAIL CONTROL FORM

ADUINISTRATOR’!3  CORRkSPQNDEKCE  CONTROL AND IKFOI(HATiON  SYSTEM
ACTION TRANSMITTAL FORM

ARIOX OIIICK:  A P T - 1
(Only  o f f i ce  spec i f ied  as  the  act ion
of f i ce  should  respond to  the  le t ter . )

COltrROL  IDIIBKR:  A840b25015

SUBJKR D~SCEI~IOII: AIRWAY SCIE’SCE  PROGRAM

SICU&TUU LWXL:  A P T - I

oRlcInAToR:
Ibw: JOHNSON ANDREW

TTPX: U . S .  SENbTOR

POurIBG  SYnBOL:

CWPKSPORDIW : GOODRT  CH

coRRJXPouDKIIcI!  DATE : 0 S/201 84 ARIOR  MIR: 06/24/84

SUSP~BSB  DArK: @8!31/84

UESSAGK  :

( I f  no  doe  date  i s  spec i f ied ,  appropr iate
a c t i o n  i s  d e t e r m i n e d  hy a c t i o n  o f f i c e . )

T H I S  CORRESPOKDELCE  KILLBE I+ICROFI’JlED.

PBOPOSKD COOPDI~IIOA OFIICLS:

IIIoRMTxon  COPIIS: (Denotes offices  to vhich  AOA-3 sent
copies  o f  the  incoming  le t ter . The
rriginat&ng  o f f i c e  d e t e r m i n e s  vtlth

AOA-I AM- 1 AOA- ! !: cffices  r e c e i v e  c o p i e s  o f  respcnse.
AOk-  rrceives  a  copy  o f  response

AMLTST  : ROGERS CAROLYS to correspondence controlled by them.)

PROBE BlJKBRR:  4 2 6 - 5 0 1 2

1I’OTE : T h e  c o n t r o l  n u m b e r  i s  a s s i g n e d  a t  f o l l o w s : T h e  l e t t e r  i s  a
designa:or  f o r  t h e  F A A ; t h e  n e x t  tvo d i g i t s  a r e  t h e  f i s c a l  y e a r ;  t h e
n e x t  t w o  d i g i t s  a r e  t h e  m o n t h ; the  next  two  d ig i ts  are  the  day ;  and
t h e  l a s t  t h r e e  d i g i t s  i n d i c a t e  t h e  conse:utive  n u m b e r  aseigned  t o  t h a t
p i e c e  o f correspondence cn that day.
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FIGURE 10-3. SAMPLE OF EXECUTIVE SECRETARIAT (S-10) CONTROL FORM

.

fo: FEDERAL AVIATION ADHIN  (FAA)

non : EXECUTIVE SECRETARIAT (S-10)
0

CORTROL  mBR: 8hOg150026

SUBJICT: L T R  FROU  L A R R Y  J .  QUINCY  CONCERNING  TRAINING  A S
AN AIR TRAFFIC CONTROL SPECIALIST

ACTION : PREPARE FOR THE FEDERAL AVIATION ADHIN SIGNATURE
A REPLY TO THE ATTACHED LETTER FROU  LARRY J. QUINCY
DATED 86/08/13.

DDEDATB: 00100/00.

COQRDIMTIon: NA

DI8TRIBUTIOA: s-10

ANALYST: MARGARET SMITH
PHONE NUMBER: 4264290

IF TOU AU UMBLB  TO PROVIDB TBB BIR)UIRQ  IRFOB?tAIIOB,  PLBASB  ADVISE YOUB
ARALTR R) IATBR  TEAR 24 BOURS  AFT-BP  TEB RBCBIPT OF TBIS  DQCUHBRI.  TBIS
LRTBP 8801119  mIR VITE IRcoKxIIc  coRREsPoBDxBCP  Am B B  RBnlRlm  UITB
YOUR REPLT. TODBPEOMPT  ACTION ISAPPEKCIAIH):

comBNrs  :

84/08/16 lo:25  A.M.

NOTE : T h e  c o n t r o l  n u m b e r  i s  a s s i g n e d  a s  follovs: T h e  f i r s t
tvo digits are the fiscal year; the next tvo digits are the month;
the next tvo digits are the day; and  the last four digits indicate
the consecutive number assigned to that piece of correspondence
on that day.
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101. CORRESPONDENCE ACKNOWLEDGMENT. When circumstances prevent meeting a
dead line, an interim reply is made. The interim reply should include the
best possible estimate of when a complete reply is expected. FAA Form 1360-15,
Correspondence Acknowledgment,
memorandum/letter.

may be used in, lieu of an interim reply
These acknowledgment forms may not be used for letters

controlled ‘by AOA-3 (see paragraph 102).

FIGURE 1 O-4. SAMPLE OF FAA FORM 1360-15.
CORRESPONDENCE ACKNOWLEDGMENT (FRONT SIDE)

: i f- ‘-;: .; : _ -5:. XR JOHN JONES
1825 NORTH KELLEY
OKLAHOMA CITY OK 73106

us 2eommen~
o'lr3n,po~rmm
Federal Avtotton
Admm8strotm

P.O. BOX 25082
0KLAHO.W CITY, OK 73125

AAC-  300

FIGURE 10-5. SAMPLE OF FAA FORM 1360-15,  .
CORRESP~~EN~E  ACKNOWLEDGMENT  (BACK SIDE)

CORRESPONDENCE ACKNOWLEDGMENT

we haw reccl~cd  your correspondence dated 9/l/84
concerning

y&r recuest for a copy of the Airman Directory

~5 You ma! expect a reply b) 10/l/84
- H c referred your communxauon for direct reply IO you, 10:

-

- - - -
FR0.V: (hame of FAA orgamzalron and rowng symbol) DATE 9/S/84

Data Services Division, AAC-300

- -
FAA Form 1360-15 (10-81) SJDE~SE;ES P=E’;I;,~  E3.11Sr.

_-.
page 134 Chap 10
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b. Privacy Act ReoUeSt6. Reply within 10 working days from date of
receipt in the action office.

c. Administrator’s Corresvondence. Reply within 10 working days from
date of receipt in the action office unless a different due date is specified.

d. Connressional  Corresoondence. Reply within 5 working days from
date of receipt in the action office unless a different due date is specified.

e. White House CorresDondence .

102. CRITERIA FOR CONTROL. Correspondence from the following individuals
or their staff member6 is controlled, if action is required.

a. The President and Vice President.

b . Head6 of  Executive Off  ices  of  the Pres ident .

.c. Cabinet Officers and head6 of independent agencies.

d . U.S. Senator6 and Representatives.

e .  hyors, S t a t e  G o v e r n o r s , State senators, and State representatives. . .

f . Foreign equivalents of the above.

8* Prominent tit izens including leader6 in industry, finance, labor,
politics, law, education, and research.

h. The Administrator and the Deputy Administrator.

.
1. The Secretary and the Deputy Secretary.

‘103. TIME LIMITS FOR REPLIES. Listed below are the time limits for replies
to the various types of correspondence. The handling of these type6 of
correspondence is expedited as appropriate.

a. Freedom of Informat ion Act Reauests. Reply within 10 working days
from date of receipt in the action office.

(1) Corresvondence Controlled bv AOA-3. Reilywithin  9working days
from date of receipt in the action office unless a different due date is
speci f ied.

(2) Corresvondence Not Controlled bv AOA-3 or Bulk Mail. Reply within
15 working days from date of receipt in the action office.

Chap 10
Par 102
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Secretarial Corresuondence.

(I) Correspondence Controlled by AOA-3 Prepared for the Signature-- . .
of the Secretary or the Deputy Secretary and Corresoondence Controlled lw
Ax-3 Referred from the Secretary or the Deoutv Secretary for Direct ReDlv.
Reply within 5 working days from date of receipt in the action office unless
a different due date is specified.

(2) CorrespondenceNot  Controlled bvAOA-3 Referred fromthesecretarv
or the Denutv Secretary for Direct Reply. Reply within 10 working days from
date of receipt in the action off ice.

g- All Other Correspondence. Reply within 15 working days from date
of receipt in the action office unless a different due date is specified.

.
104 .-109. RESERVED.

Page 136
(thru 144)
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CRAPTER 11. ENVELOPES AND HAILING

110. POSTAGE AND FEES PAID MAIL: Hail pieces carrying the statement Postage
and. Fees Paid, ‘Federal Aviation, Administration may not be nsed for personal
mail. Postage-paid item6 are not furnished to private persons or firms  for
their submi66ion of information or reports required by leti; however, bUSine66

reply envelopes, Cards, and labels may be enclosed in mail to source6 out6ide
the Government when the information desired is primarily of .interest  to the
Government.

111. COSTS. Substantial savings are realized by avoiding use of envelope6
larger than necessary. A close fit will provide the least chance for damage .’

ENVELOPE

At least 4 l/4” up to 9 l/2”

UATERIAL

1 to  5 sheets. of  letter-s ize
bond folded in thirds

At least 5 l/2” up to 11” 5 to 10 sheet6 of letter-size
bond folded in half

9 l/2” x 12” 10 or more sheet6 of letter-size
bond unfolded

a. The U.S. Postal Service (USPS) considers all envelopes weighing 12
ounces or less a6 first-class mail unless they are endorsed to a lower-priced
class .

b. Small parcels and flats (envelopes larger than letter size) weighing
over  12 ounces  t0 be  Sent  f i r s t  Cla66 o r  given pr i o r i ty  (airmail) Service
for delivery within the United States must be endorsed Pirst.Class  or Priority.

c. Unendorsed mail weighing over i2 ounces but less than 16 ounces is
c lassi f ied a6 third c lass ; unendorsed mail weighing 16 ounces or more is
prOCeSSed  a6 fourth-Cla66 parcel post.

NOTE : If uncertain about an article which must be expedited,
endorse it First Class or Priority..

112. ROUTING SYMBOLS. F o r  regional  of f ices ,  Washington of f ices ,  and the
centers , t h e  i m p o r t a n c e  o f  u s i n g  c o r r e c t  r o u t i n g  Symbol6 c a n n o t  b e
overemphas ired.

a . Include the iouting symbol when providing addresses to correspondents
and in response to telephone inquiries.

w
b. Type or write routing 6ymbols immediately below the return address

in the upper left corner of the envelope or mailing label.

113. AIRMAIL. If not using an airmail envelope, clearly mark the envelope
Airmail on both front and back for mail being r&t outside the United States
vhich requires a response.

Page 145
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114. REGISTERED MAIL.

a .  I n t e r n a t i o n a l  m a i l  ‘ ( f o r  d e l i v e r y  o u t s i d e  t h e  SO S t a t e s  o r
U.S. possessions) requiring a return receipt must be rent a6 registered

0

mail.
.

b. Windw and-padded (Jiffy) enve.lopes are prohibited.

c. Paper tape should be used. Nylon filament or scotch tape cannot
be used in sealing registered mail because rubber strmp impressions rub off
easily on nonabsorbent tapes.

d . Registration numbers are generally affixed by the local mailroom
or post office, and cwpletion of appropriate form6 requesting registered
mail service vould depend upon their requirements. The exception vould be
an office having an assigned block of numbers.’ PS Form 3811, Return Receipt,
is used for delivery vithin the 50 States or U .S. possessions; and PS Form 2865,
Return Receipt, is used for international mail. See figure 11-l.

115. EXPRESS MAIL. Use of the contractor designated by the General Services
Administration is mandatory and shall be used instead of USPS Express Hail.

l At lw rates, the contractor provide6 overnight delivery DESK TO DXSK throughout
the United States (including Hawaii and Alaska) for urgent letters and
package6 not exceeding 50 pounds. USPS Express Hail shall be used only for
addresses containing post office box numbers. This service is to .be’ used
bnly when time of delivery is critical. For additional information, contact
your headquarters, region, or center Logistics Division.

136. LETTER-SIZE WINDOW ENVELOPES.

*
a

a . Windw envelope6 shall be used to the maximum extent possible to save
separate addressing of envelopes vith resultant delay, expense, and errors.

b. The address must be the OELY thing visible in the vindow.

c. A l/4-inch clearance between the address and window edge6 is
desirable. Shifting of the insert cannot cwer or hide any part of the address.

d. Window envelopes cannot be used for registered or confidential mail.

117. SEPARATE COVER. A package containing material identified in a letter
or memorandum as being sent under separate cover should have a copy of the
correspondence enclosed. Its inclusion is shown on the face of the package

v i t h  a  L e t t e r  Bnclosed n o t a t i o n  i f  t h e  p a c k a g e  i s  lrent  o t h e r  t h a n  f i r s t
class to conform to USPS regulations.

118. ADDRESSING EWELOPES  FOR USPS OPTICAL CBARACTER RECOGNITION (OCR).
.

a. For Best Service.

(1) Capitalize everything in the .address.

(2) Eliminate all punctuation. The hyphen is an element in the
ZIP+4 code which cotisists  of a five-digit ZIP Code follwed by a hyphen and
four digits . 0

Page 146 Chap 11
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(3) Use the common address and State abbreviations found in
append ix 3.

b. Points to Remember.

(1) The envelope must be no smaller than 3 l/2 inches by 5 inches
and no larger than 6 l/8 inches by 11 l/2 inches.’

(2) Script-like or artistic types should not be used.

(3) A uniform left margin should be used.

(4) An attention line,. if  it cannot be avoided, would be placed
on the second line of the address. .

(5) Two spaces should be allowed between the State abbreviation
and the ZIP Code.

(6) Mailwillbedelivered totheaddress immediatelyabovethebottom
line when a box number and a street address appear on separate lines.

c. Location of the Address.- - The entire address is located within an
imaginary rectangle, w.hich  is the OCR read area, on the front of the mail.
pie:e  formed by the following boundaries.

(1) 1 inch from the left edge

- (2) 1 inch from the right edge

(3) 518 inch from the bottom edge (bottom line of rectangle)

(4) 3 inches from the bottom edge (top line of rectangle)

119. REFEREKE. For additional information about mail procedures, see
Order 1770. llB, Mail Management Standard6 and Procedures.

120 .-12 9. RESERVED.

Chap 11
Far II?
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e- FIGURE 11-1. SAMPLE POSTAL SERVICE FORMS FOR CERTIFIED AND REGISTERER MAIL

.

. I -w ? 0 Yu 255oL

1
‘..W,

oKL4HcP.A cm

?onn  3811

Precise instructions are
given on each of the forms
which are obtained from the
post office or mailroom.

REGISTERED HAIL: Use
PS Form 3811 to request
service within the 50
States and U.S. posses-
.sions. Registration
numbers are usually
affixed by the post
office or mailroom.

CERTIFIEP HAIL: Use PS Form 3800 and PS Form 3811.
Service is limited to delivery
within the 50 States and U.S.
possessions.. '

@S Form 2865 PAR A V/Oh

INTERNATIONAL MAIL (outside the 50 States and U.S.
possessions) requiring a return receipt must be
sent as registered mail. Use PS Form 2865 to
request this service. Registration numbers are
usually affixed by the post office or mailroom.

Chap 11 Page 149
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FIGURE 11-2. EXAMPLES OF ADDRESSES-

NAME OF RECIPIENT----------------TOP LINE
INFOR?IATION/ATTENTION  LINE--------NEXT LINE
DELIVERY ADDRESS------------------DELIVERY ADDRESS
POST OFFICE STATE ZIP CODE------LAST LINE

FOR OCR ACCOMMODATION
0

.

XYZ CORPORATION
ATTN JOHN JONES
1234 MAIN ST APT 204
ARLINGTON VA 22210

GRAND PRODUCTS INC
100 MAJOR ST
PO BOX 200-------------)fAIL WILL BE
PORTLAND OR 97214 DELIVERED HERE

MR JOHN Q AIRMAN
VIA MOLITERNA 19
00178 ROM&----------------POSTAL DELIVERY ZONE
ITALY----------------------COUNTRY )f'UST BE MST

ITEM IN ADDRESS

FOREIGN MAIL

Special Delivery
or Priority or
First Class

( for  f lats)
or Airmail

(outside U.S.)

MAY TYPE, h.ITE, STAMP,
OR USE STICKER

Optional services (special delivery and restricted delivery) and return receipt
service should be shown on the face of the envelope.

The complete title of an FAA office should be given.

MANAGER SALT LAKE CITY (HUB) AFS
FEDERAL AVIATION ADMINISTRATION----------------or FAA to be included
2398 WEST NORTH TEMPLE as part of address
SALT LAKE CITY UT 84116

Page 150 Chap 11
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FIGURE 11-3. EMMPLLS OF MESSENGER ENVELOPES

SF. k?ik- U.S. Government  Messenger  Envelope-aaub#- -Mm

I I
These envelopes may be used fcr pouch mail and internal routes.

A direct pouch system is’ used for mail to Washington and regional offices and td the
Technical Center and the Aeronautical Center.

chap 11 Page 151
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CHAPTER 12. STATIONERY AND FORMS

130. STATIONERY listed is used when preparing FAA correspondence.

FIRST PAGE SUCCEEDING PAGES

Original Memorandum or Letter Plain bond
Courtesy copy Letterhead tissue Plain white tissue
Official File Copy F A A  F o r m  1360-14 Plain yellow tissue
Information copies Plain white tissue Plain white tissue
Reading file copy Plain white tissue Plain white tissue

131. WASHINGTON OFFICE STATIONERY. These forms are available from the Department
of Transportation warehouse, M-494.3.

WA FORM NB UNIT OF ISSUE

1360-3.1 Letterhead, DOT/FAA seal
1360-4.1 Letterhead tissue with carbon
1360-5.1 Letterhead, Office of Administrator
1360-6.1 Letterhead tissue with carbon, Office of

1360-11
1360-12
1360-16
1360-19
1360-21
1360-23
1360-30
1360-32
1360-34

Administrator
Envelope, white, 4 l/8 x 9 l/2 inches
Envelope, white, opaque, 4 l/8 x 9 l/2 inches
Envelope, Kraft, 9 l/2 x 12 inches
Envelope, Kraft, 10 x 14 inches
Envelope, Kraft, 12 x 16 inches
Mailing Label, gummed
Envelope, white, window, 4 l/8 x 9 l/2 inches
Envelope, white, window, 4 l/8 x 10 318 inches
Envelope, Business Reply, 3 718 x 8 718 inches

132. FIELD OFFICE STATIONERY. These forms which require entry  o f  the  l o ca l
address are available from the FAA Depot through normal supply channels.

FAA FORM

1360-l. 1
1360-3

1.360-4

1360-6

1360-O
1360-10
1360-11
1360-12
1360-42

UNIT
NE OF ISSUE

Letterhead, DOT/FAA seal HD
Envelope, DOT/FAA, white, 4 l/8 x 9 l/2 B

inches BX
Envelope, DOT/FAA, window, 4 l/8 x 9 l/2

inches BX
Envelope, DOT/FAA, white, 4 l/2 x 10 318

inches BX.
Envelope, DOT/FAA, Kraft, 9 l/2 x 12 inches BX
Envelope, DOT/FAA, Kraft, 11 x 13 inches BX
Envelope, DOT/FAA, Kraft, 12 x 16 inches BX
Mailing Label, DOT/FAA, 4 x 6 inc,hes PD
Envelope, DOT/FAA, white, Business Reply BX

3 718 x 8 718 inches

SH
SH
SH

SH
HD
HD
HD
HD
HD
PD
HD
HD
HD

NATIONAL
STOCK NUMBER

0052-00-587-0001

0052-00-882-3000

0052-00-890-8000

0052-00-890-9000
0052-00-891-0000
0052-00-891-1000
0052-00-891-2000
0052-00-865-3000
0052-00-877-1000

Chap 12
Par 130

Page 161



channels.
Centers.

F&A FORE:- hB.

136&-:
1360- i4
1360-19
1363-30
1360-35
1360-36
1360-35

i360-48
1360-50
136+51
1770-5
1778-6

Remcrandm
Offic:al File Copy
APP iGVBI. i;eque~t Ta5 !;iT!k  S;~IX~LTE tr.5.)
Rush Ta; .;,j)
FC!IA Bsckt:
Frivary Act Backer
Envelo;e, For Cfficia; ‘L!se Oniy,
9 Ii2 x ?f inches i:,OL?O to SX:

Congrrsxlcnal Mail Backer
Administrator's Hail BacKrr
Background Tat Backer
Maij Control
Priority Maii--tag

from local SSA Distribut ior:

UNIT NATIONAL
OF ISSUE STOCK NUMBER

HD 0052-00-867-0001
RI4 0052-00-052-1002
FD 0052-00-031-4501
SH 0052-00-890-1000
SH 005:-00-849-6000
SH 0052-00-856-4000

BX 0052-00-871-1000
SH 005:-00-886-6000
SH 0052-00-890-5000
EA 0052-00-652-7001
SE 0052-00-407-5001
EA 0052-00-602-7061

134. :JFOIWfL CObIMUNICATZON  FORMS. Maximum use cf these forms is encouraged.to save materials and preparation  t&e. The forms, available through normal
supply channels, are self-explanatory and may be typed 3r handwriiten.

UNIT NATIONAL
FAA FORM NAME OF ISSUE STOCK IW!BER-.

1360115
1360-16
1360-17
1360-20
1360-33

1360-38
1360-46

1360-49

Correspondence Acknowledgment
Transmittal Slip, folding
Route Slip, 4 x 5 l/4 inches
Postal Card, blank with indicis
Record cf Visit, Conference, or
Teiephonc Cai!

Reminder Memo
Note Fad, general use, DOT/FAA seal, 5 x 8

inches
Speed Memo

STAh'DARD/OFTIONAL FORM

SH 0052-00-602-5003
SH 0052-00-687-0000
FD 0052-00-409-5000
SH 0052-00-695-3001

FD 0052-00-045-9001
PD 0052-O&642-5001

PD 0052-00-884-6000
HD 0052-00-606-4001

SF-14
SF-63
OF-4 1

Telegraphic Message
Memorandur: of Call (20 pads tc PG)
Routing and Transmittal Slip, .5 l/4 x 8

inches (10 pads tc PG)

PD 7540-00-634-3968
PG 7540-00-634-4018

PG 7540-00-935-5862

Page 162 Chap 12
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135. LEGEND.

BX Box HD Hundred PG Package SE Set
EA Each PD Pad RM Ream SH S h e e t

136. REFERENCE. The :urrent issue of the FAA Supply Catalog, Volume I, Sect ion 3,
Forms Cross-Reference Index, is a basic cross-reference index of forms and stationery

I stocked by the FAA Depot and available for re.quisitioning  by FAA offices and
.  f a c i l i t i e s .

I37 .-139. RESERVED’..

chap 12
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Appendix 1

APPENDIX 1. FORMS OF ADDRESS

1. PURPOSE. This appendix provides conventional forms of written address,
ralutation, and complimentary close for letters (see chapter 3). Use them am
shown whenever possible. Use them as patterns for other addresses.

I
2. GENDER VARIATIONS. The title Mr. is of ten shown in samples where it should
be understood that Ms., Miss, orMrs. would sometimesbeapplicable. Whenapplicable,

I substitute the title Madam for Mr. before President, Vice President, Chairman,
Secretary, Ambassador, and Minister. Use the title Senator for a female member

. of the Senate and Ms., Miss, or Mrs. for  a  female  member of  the House ’  o f
Representat ives ,  Senator-e lect ,  or  Representat ive-elect . When addressing an
individual whose sex is not known, use the title M. See also footnotes 21 and 22
on page 33.

3 . LIFETIME TITLES. Apersononce addressed as Governor, Judge,General,Honorable,
His/Her Excellency, o r  a  s i m i l a r  d i s t i n c t i v e  t i t l e  m a y  u s e  t h e  t i t l e  t h r o u g h
his or her lifetime.

4 . INDEX.

Pane

The White Bouse . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 2
The Vice President . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 2
The Judiciary . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 3
The Congress . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 4
Legislative Agencies . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 8
Executive Departments . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 9
Independent Organizations . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 9
Other Government Agencies ............................................ 10
American Missions . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 11
Missions to the United States . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 12
The Organization of American States . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 12
United Nations . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 13
State and Local Governments . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 15
Ecclesiastical Organizations . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 17
Educational Institutions . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 21
Military . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 24
Corporations, Companies, and Federations . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 31
Medical . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 31
Other Addresses . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 34
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Addressee Address on Letter S a l u t a t i o n  a n d
and Envelooe Comnlimentarv  Close

TEE WHITE HOUSE

President

Wife of the President

Assistant to the
President

Former President

The President
The White House
Washington, DC 20500

Mrs. (full name>
The White House
Washington, DC 20500

The Honorable (full name>
Assistant to the President
The White House
Washington, DC 20500

The Honorable (full name)
(local address) 00000

Dear Mr. President:
Respectfully,

Dear Mrs. (surname):
Sincerely,

Dear Mr. (surname):
Sincerely,

Dear Mr. (surname):
Sincerely,

The Vice President
(formal address)

The Vice President
United States Senate
Washington, DC 20510

The Vice President The Honorable (full name)
(informal address) The Vice President of the

The Vice President
(as President of
the Senate)

Former Vice President

Page 2

United States
Washington, DC 20501

The Honorable (full name)
President of the Senate .
Washington, DC 20510

The Honorable (full name)
(local address) 00000

Dear Mr. Vice President:
Sincerely,

Dear Mr. Vice President:
Sincerely,

Dear Mr. President:
Sincerely,

Dear Mr. (surname):
Sincerely,
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A d d r e s s e e  ,. Address on Letter Salutation and
and EnveloDe Comvlimentarv Close

TEEJUDICIARY.

The Chief Justice

Associate Justice

Retired Justice

Presiding Justice

Judge of a Court

Clerk of a Court

Justice of the Peace

The Chief Justice of the
United States

The Supreme Court of the
United States

Washington, DC 20543

Mr. Justice (surname)
The Supreme Court of the

United States
Washington, DC 20543

The Honorable (full name) Dear Mr. Justice:
(local address) 00000 Sincerely,

The Honorable (full name>
Presiding Justice
(name of court)
(local address) 00000

The Honorable (full name)
Judge of the (name of court;

if a U.S. District Court,
give distr ict )

(local address) 00000

Mr. (full name)
Clerk of the (name of court;

if a U.S. District Court,
give distr ict )

(local address) 00000

The Honorable (full name)
Justice of the Peace
(local address) 00000

o r
Justice of the Peace
(name) District
(local address) 00000

Dear Mr. Chief Justice:
Sincerely,

Dear Mr. Justice:
Sincerely,

Dear Mr. Justice:
Sincerely,

Dear Judge (surname):
Sincerely,

Dear Mr. (surname):
Sincerely,

Dear Judge (Mr.) (surname):
Sincerely,

Dear Sir:
Sincerely,

Page 3



1360.16
Appendix 1

7/12/85

Addlessee Address on Letter Salutation and
and Pnvelooe Comolimentarv Close

.
Constable (or Sheriff) Mr.  (full name), Constable Dear Mr. (surname):

or
The Constable of (district) Dear Sir (Madam):
(local address) 00000 Sincerely,

Lawyer Mr. (full name>
Attorney at Law
(local address) 00000

(full nam$ Esq.
(local address) 00000

Dear Mr. (surname):
Sincerely,

Dear Mr. (surname):
Sincerely,

United States
Attorney

The Honorable (full name) Dear Mr. (surname):
United States Attorney Sincerely,

(name) District of (State)
(local address) 00000

THE CONGRESS

Senate

President of the
Senate (see Vice
President)

- President pro tempore

United States Senator
(in Washington, DC>.

(away from
Washington, DC)

The Honorable (full name>
President of the Senate
Washington, DC 20510

The Honorable (full name>
President pro tempore

of the Senate
Washington, DC 20510

The Honorable (full name)
United States Senate
Washington, DC 20510

or
The Honorable (full name>
United States Senator
(local address) 00000.

Dear Mr. President:
Sincerely,

Dear Mr. President:
Sincerely,

Dear Senator (surname):
Sincerely,

Dear Senator (surname):
Sincerely,
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Senator-elect
(in Washington, DC)

The Honorable (full name) Dear Mr. (surname):
Senator-elect Sincerely,
United States Senate
Washington, DC 20510

The Honoribrle  (full name) Dear Mr. (surname):
United States Senator-elect Sincerely,
(local address, if given) 00000

(away from
Washington, DC)

Former Senator

Majority Leader
or

Minority Leader

Committee Chairman

Chairman of a Joint
Committee

Subcommittee Chairman1

The Honorable (full name) Dear Senator (surname):
(no t i t le ) Sincerely,
(local address) 00000

The Honorable (full name) Dear Senator (surname):
Majority (or Minority) Leader Sincerely,
United States Senate
Washington, DC 20510

The Honorable (full name) Dear Mr. Chairman:
Chairman, Committee on (name) Sincerely,
United States Senate
Washington, DC 20510

The Honorable (full name) Dear Mr. Chairman:
Chairman, Joint Committee Sincerely,

on (name)
Washington, DC 20510

.

The Honorable (full name) DearMr. Chairman:
Chairman, Subcommittee on Sincerely,

(name)
(name of parent committee)
United States Senate
Washington, DC 20510

lIf the complete address exceeds five lines, omit the name of the parent committee
from the letter. However, the complete address should always be included on the
envelope.
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Secretary of the Senate The Honorable (full name> Dear Mr. (sur.name) :
Secretary of the Senate Sincerely,
Washington, DC 20510

Secretary/Administrative Mr. (full name) Dear Mr. .( surname 1:
Assistant to a Senator Secretary/Administrative Sincerely,

Assistant to The Honorable
(full name>-

Washington, DC 20510

Chaplain of the Senate

Office of Deceased
Senator

The Reverend (full name>
Chaplain of the Senate
Washington, DC 20510

Mr. (full name)
Administrative Assistant to

the late (full name)
United States Senate
Washington, DC 20510

Dear (titlej2(surname):
Sincerely,

Dear Mr. (surname):
Sincerely,

House of Representatives

Speaker of the House
of Representatives

United States
Representative
(in Washington, DC>

(away from
Washington, DC)

.

The Honorable (full name) Dear Mr. Speaker:
Speaker of the House of Sincerely,

R e p r e s e n t a t i v e s
Washington, DC 20515

The Honorable (full name> Dear Mr. (surname):
House of Representatives Sincerely, .
Washington, DC 20515

or
The Honorable (full name) Dear Mr. (surname):
Member, United States House of Sincerely,

Representatives
(local address) 00000

2The title is Dr.,  Mr,,  etc.,  as appropriate. The title Reverend is not used with
the surname alone but may be used with another title; e.g., Reverend Dr. Smith or
Reverend Mr. Smith.
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Representative-elect
(in Washington, DC)

(away from
Washington, DC)

-.
Former Representative

Majority Leader
or

Minority Leader-.

Committee Chairman

Subcommittee Chairman3
-

. -
. -

Clerk of the House

The Honorable (full name) Dear Mr. (surname):
Representative-elect Sincerely,
House of Representatives
Washington, DC 20515

or
The Honorable (full name> Dear Mr. (surname):
Representative-elect Sincerely,
(local address, if given) 00000

The Honorable (full name> Dear Mr. (surname):
(local address) 00000 Sincerely,

The Honorable (full name> Dear Mr. (surname)
Majority (or Minority) Leader Sincerely,
House of Representatives
Washington, DC 20515

The Honorable (full name> Dear Mr. Chairman:
Chairman, Committee on (name) Sincerely,
House of Representatives
Washington, DC 20515

The Honorable (full name) Dear Mr. Chairman:
Chairman, Subcommittee on Sincerely,

(name)
(name of parent committee)
House of Representatives
Washington, DC 20515

The Honorable (full nameI Dear Mr. (surname):
Clerk of the House of Sincerely,

Representatives
Washington, D.C. 20515

3‘See  footnote 1 on page 5.
4If the clerk's name is not known, use only the title in the address and Dear Sir
or Madam in the salutation.
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Chaplain of the House

Office of a Deceased
Representative

Resident Commissioner

The Reverend (full name>
Chaplain of the House of

Representatives
Washington, DC 20515

Mr. (full name)
Administrative Assistant to

the late .(full name>
House of Representatives
Washington, DC 20515

The Honorable (full name)
Resident Commissioner

from (name of area>
House of Representatives
Washington, DC 20515

Dear (title)5(surname):
Sincerely,

Dear Mr. (surname):
S i n c e r e l y ,  _

Dear Mr. (surname):
Sincerely,

LEGISLATIVE AGEHCIES

Comptroller General The Honorable (full name> Dear Mr. (surname):
(head of the General Comptroller General of Stncerely,.
Accounting.Office) the United States

General Accounting Office
Washington, DC 20548

Public Printer (head of The Honorable (full name> Dear Mr. (surname):
U.S. Government Public Printer Sincerely,
Printing Office) U.S. Government Printing

Office
Washington, DC 20401

Librarianof Congress The Honorable (full name> Dear Mr. (surname):
(head of the Library Librarian of Congress Sincerely,
of Congress) Library of Congress

Washington, DC 20540

5See footnote 2 on page 6.
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Member of the Cabinet
(addressed as
Secretary)

Attorney General (head
of the Department of
Justice)

Deputy Secretary of a
Department

Under Secretary of a
Department

Assistant Secretary of
a Department

The Honorable (full name>
Secretary of (name of

DepartmentI
Washington, DC 00000

The Honorable (full name)
Attorney General
Washington, DC 20530

The Honorable (full name)
Deputy Secretary for

(name of Department)
Washington, DC 00000

The Honorable (full name)
Under Secretary of

(name of Department)
Washington, DC 00000

The Honorable (full name)
Assistant Secretary for

(name of office) (name
of Department)

Washington, DC 00000

Dear Mr. Secretary:
Sincerely,

Dear Mr. Attorney'General:
Sincerely,

Dear Mr. (surname):
Sincerely,

Dear Mr. (surname):
Sincerely,

Dear Mr. (surname):
Sincerely,

IEDEPEEDENT  oBGAMIBATIoRs

Director of the Office The Honorable (full name) Dear Mr. (surname):
of Management and Director, Office of Sincerely,
Budget Managementand Budget

Washington, DC 20503

6Tit lesforCabinetSecretariesare: SecretaryofAgriculture,SecretaryofCommerce,
Secretary of Defense, Secretary of Education, Secretary of Energy, Secretary of
Health and Human Services, Secretary of the Interior, Secretary of Labor, Secretary
of State, Secretary of Transportation, and Secretary of the Treasury.
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Postmaster General
(head of the U.S.
Postal Service)

Head of a Federal
Agency, Authority,
or Board

Head of a Major
Organization within
an Agency (if the
o f f i c i a l  i s
appointed by the
President)

President of a
Commission

Chairman of a
Commission

Chairman of a Board

The Honorable (full Name) Dear Mr.  PostmasterGeneral:
Postmaster General Sincerely,
Washington, DC 20260

The Honorable (full name) Dear Mr. (surname):
(title), (name of agency) Sincerely,
W a s h i n g t o n ,  D C  0 0 0 0 0

The Honorable (full name) Dear Mr. (surname):
( t i t l e ) Sincerely,
(name of organization)
(name of agency)
Washington, DC 00000

The Honorable (full name> Dear Mr. (surname):
President, (name of Sincerely,

Commission)
Washington, DC 00000

The Honorable (full name) Dear Mr. Chairman:
Chairman, (name of Commissioh) S i n c e r e l y ,
Washington, DC 00000

The Honorable (full name) Dear Mr. Chairman:
Chairman, (name of Board) Sincerely,
Washington, DC 00000

oTEERGovERlDmn AGENCIES

. Commissioner of Internal The Honorable (full name> Dear Mr. (surname):
Revenue Commissioner of Internal Sincerely,

Revenue
Department of the Treasury
Washington; DC 20224
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District Director of Mr. (full name) Dear Mr. (surname):
Internal Revenue District Director of Sincerely,

Internal Revenue
(local address) 00000

AMERICAN MSSIOES

American Ambassador

American Ambassador
(with military rank)

Former American
Ambassador
.

American Minister

American Minister (with
military rank)

The Honorable (full name>
American Ambassador
(city), (country)

(full rank) (full name)
American Ambassador
(city>, (country)

The Honorable (full name>
(local address) 00000

The Honorable (full name>
American Minister
(c ity) ,  (country)

(full rank) (full name)
American Minister
(c ity) ,  (country)

Sir (Madam): (formal)
Very truly yours,

Dear Mr. Ambassador:
(informal)

Sincerely,

Sir (Madam): (formal)
Very truly yours,

Dear Mr. Ambassador:
or Dear (rank) (surname):

(informal)
Sincerely,

Dear Mr. Ambassador:
Sincerely,

Sir (Madam): (formal)
Very truly yours,

Dear Mr. Minister:
(informal)

Sincerely,

Sir (Madam): (formal)
Very truly yours,

Dear Mr. Minister:
(informal)

Sincerely,
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American Consul General (full name) Dear Mr. (surname):
or American Consul American Consul General Sincerely,

(or American Consul)
(c ity) ,  (country)

MSSIOES To TEE IJHITED STATES

Foreign Ambassador in
the United States

Foreign Minister in the
United States

Foreign Charge
d'Affaires in the
United States

H i s  (Her> E x c e l l e n c y
(full name>
Ambassador of (country)
(local address) 00000

The Honorable (full name>
Minister of (country)
(local address) '00000

Mr. (full name>
Charge d'Affaires
(local address) 00000

Excellency: (formal)
Very truly yours,

Dear Mr. Ambassador:
(informal)

Sincerely,

Sir (Madam): (formal)
Very truly yours,

Dear Mr. Minister:
(informal)

Sincerely,

Sir (Madam): (formal)
Very truly yours,

Dear Mr. Charge
d'Affaires:  ( i n f o r m a l )

Sincerely,

THE ORGANLZATIOE OF AMERICAN STATES

Secretary General of The Honorable (full name> Sir (Madam): (formal)
the Organization of Secretary General of the Very truly yours,
American States Organization of American DearMr. Secretary General:

States
Pan American Union Dear Mr.OTDr.1  (surname):
Washington, DC 20006 (informal)

Sincerely,
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Assistant Secretary
General of the
Organization of
American States

The Honorable (full name> Sir (Madam): (formal)
Assistant Secretary General' Very truly yours,

of the Organization of Dear Mr. (Dr.) (surname>:
American States (informal)

Pan American Union Sincerely,
Washington, DC 20006

United States The Honorable (full name> Sir (Madam): (formal)
Representative on United States Representative Very truly yours,
the Council of the on the Council of the Dear Mr. (Dr.) (surname):
Organization of Organization of American (informal)
American States States Sincerely,

Department of State
Washington, DC 20520

UNITED NATIONS

Communications to the United Nations areaddressedtotheunited  States Representative
to the United Nations through the Department of State. Exceptions which are sent
directly to the United States Representative include those intended for  the
Economic and Social Council, the Disarmament Commission, the Trusteeship Council,
and the delegation to the General Assembly (when it is in session). Subject to
exceptions, direct communication with the United Nations is inappropriate. When
necessary, the communication should be sent to the Secretary General of the
UnitedNations  through the United States Representative by means of a covering letter.

Secretary General of His (Her) Excellency Excellency: (formal)
the United Nations (full name) Very truly yours,

Secretary General of the DearMr. SecretaryGeneral:
United Nations (informal)

New York, NY 10017 Sincerely,

U n i t e d  S t a t e s The Honorable (full name> Sir (Madam): (formal)
Representative to United States Representative Very truly yours,
the United Nations to the United Nations . Dear Mr. (surname):

New York, NY 10017 (informal)
Sincerely,
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Chairman, United States The Honorable (full name) Sir (Madam): (formal)
Delegation to the Chairman, United States Very truly yours,
United Nat ions Delegation Dear Mr. (surname):
Military Staff United Nations Military ( informal 1
Committee Staff Committee Sincerely,

United States Mission to the
United Nations

New York, NY 10017

Senior Representative The Honorable (full name) Sir (Madam) : (formal)
of the United States Senior Represe--  ative of the Very truly yours,
to the General Assembly United State,  to the Dear Mr. (surname):
of the United Nations General Assembly of the ( informal)

United Nations Sincerely,
New York, NY 10017

Senior Military Advisor (full rank) (full name> Dear (rank) ( surname) :
to the United States Senior Military Advisor Sincerely,
Delegation to the United States Delegation to
United Nat ions General the United Nations
Assembly General Assembly

New York, NY 10017

United States The Honorable (full name> Sir (Madam): (formal)
Representative to the United States Representative Very truly yours,
Economic and Social on the Economic and Social Dear Mr. (surname):
Count il Council of. the United ( informal >

Nat ions Sincerely,
New York, NY 10017

United States The Honorable (full name) Sir (Madam): (formal)
Representative to the United States Representative Very truly yours,
United Nat ions on the Disarmament Dear Mr. (surname) :
Disarmament Commission Commission of the United ( informal)

Nat ions Sincerely,
New York, NY 10017

United States The Honorable (full name) Sir (Madam) : (formal)
Representative to the United States Representative Very truly yours,
Trusteeship Council on the Trusteeship Council Dear Mr. (surname) :

of the United Nations ( informal)
New York, NY 10017 Sincerely,
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STATE AND LOCAL Go-

Governor of State

Acting Governor of a
State

Lieutenant Governor

Secretary of State

a

of a State

Chief Justice of the
Supreme Court of a
State

- Attorney General of
a State

Treasurer, Comptroller,
or Auditor of a State

The Honorable (full name>
Governor of (name of State)
(local address) 00000

The Honorable (full name>
Acting Governor of (name of

State)
(local address) 00000

The Honorable (full name)
Lieutenant Governor of (name

of State)
(local address) 00000

The Honorable (full name)
Secretary of State of (name)
(local address) 00000

The Honorable (full name)
Chief Justice .
Supreme Court of the State

of (name)
(local address) 00000

The Honorable (full name>
Attorney General

State of (name)
(local address) 00000

The Honorable (full name)

Dear Governor (surname):
Sincerely,

Dear Mr. (surname>:
Sincerely,

Dear Mr. (surname):
Sincerely,

Dear Mr. Secretary:
Sincerely,

Dear Mr. Chief Justice:
Sincerely,

DearMr. Attorney General:
Sincerely,

Dear Mr. (surname):
State Treasurer (Comptroller) Sincerely,

(Auditor)
State of (name)
(local address) 00000
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President of the Senate The Honorable (full name) Dear Mr. (surname):
of a State President of the Senate of Sincerely,

the State of (name)
(local address) 00000

State Senator The Honorable (full name)
(name of State) Senate
(local address) 00000

Dear Mr. (surname):
Sincerely,

Speaker of the House of The Honorable (full name) Dear Mr. (surname):
Representatives or the Speaker of the House of Sincerely,
Assembly or the House Representatives (or Assembly
of Delegates of a State7 or House of Delegates) of the

Sta te  o f  (name)
(local address) 00000

State Representative, The Honorable (full name) Dear Mr. (surname):
Assemblyman, or (name of State) House of Sincerely,
Delegate Representatives (or Assembly

or House of Delegates)
(local address) 00000

Mayor _ The Honorable (full name>
Mayor of (name of city)
(local address) 00000

Dear Mayor (surname):
Sincerely,

President of a Board The Honorable (full name) Dear Mr. (surname):
of Commissioners President, Board of Sincerely,

Commissioners of (name
o f  c i ty )

(local address) 00000

yInmost States, the lower branch of the legislature is the House of Representatives.
In some States, such as California and New York, the lower house is known as the
Assembly. In others, such as Maryland, Virginia, and West Virginia, it is known
as the House of Delegates. Nebraska has a one-house legislature. Its members are
c l a s s e d  a s  s e n a t o r s .  .
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.
ECCLESIASTICAL oRGAEIzcLTIoEs8

Itoman Catholic Church

The Pope His Holiness the Pope
Vatican City
Italy

Your Holiness: (formal)
Sincerely,

Most Holy Father: (usual)
S i n c e r e l y ,

Cardinal

Archbishop

Bishop

Ronsignor

His Eminence (Christian name) Your Eminence: (formal)
Cardinal (surname) Sincerely,
Archbishop of (province) Dear Cardinal (surname):
(local address) 00000 (informal)

Sincerely,

The Most Reverend (full name) Your Excellency: (formal)
Archbishop of (province) Sincerely,
(local address) 00000 Dear Archbishop (surname):

(informal) .

Sincerely,

The Most Reverend (full name) Your Excellency: (fOnUd)
Bishop of (province) Sincerely,
(local address) 00000 Dear Bishop (surname):

(informal)
Sincerely,

The Right Reverend
Monsignor (full name>
(local address) 00000

Right Reverend Monsignor:
(formal), .

Sincerely,
Dear Monsignor (surname):

(informal)
Sincerely,

8Additional ecclesiastical informationmaybe foundinvarious current Americanalmanacs.
I)There are two classes of Monsignor: Domestic Prelates are addressed as The Right
Reverend and Papal Chamberlains are addressed as The Very Reverend. The Official
Directorywillgive the correct designations. Intheabsence ofdefiniteinformation,
it is always courteous to address any Moneignor as The Right Reverend.
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.

140nsignorl"  - The Very Reverend Monsignor Very Reverend Monsignor:
(full name) (formal)

(local address) 00000 Sincerely,
Dear Monsignor (surname):

(informal) s
Sincerely,

Priest

Superior of a
Sisterhood

Sister

Superior of a
Brotherhood

Member of a
Brotherhood

The Reverendll  (full name) Reverend  S i r :  ( f o rmal )
(add initials of order, Sincerely,
if any) Dear Father (surname):

(local address) 00000 (informal)
Sincerely,

The Reverend Mother Superior Dear Reverend Mother:
(name of institution) (formal)
(local address) 00000 Sincerely,

Dear Mother (name):
(informal)

Sincerely,

Sister (full name>
(name of organization)
(local address) 00000

Dear Sister (full name):
Sincerely,

Brother (name) Dear Brother:
Superior, (name of institution) Sincerely,
(local address) 00000

Brother (full name)
(name of organization)
(local address) 00000

Dear Brother (full name):
Sincerely,

loSee footnote 9 on page 17.
llIn a l l  cases , The Reverend should not be used with a surname only, ,such as The
Reverend Smith. There must always be an intervening Christian name or initial or
a title such as Dr., Mr., Ms., or Professor between The Reverend and the surname;
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. Protestant Episcopal Church12

Bishop The Right Reverend (full
name)

Bishop of (name)
(local address) 00000

Archdeacon

Dean

Canon

Rector

Priest

The Venerable (full name>
Archdeacon of (name)
(local address) 00000

The Very Reverend (full
name)

Dean of (church)
(local address) 00000

The Reverend (full name)
Canon of (church)
(local address) 00000

The Reverend (full name>
The Rector of (name)
(local address) 00000

The Reverend (full name)
(local address) 00000

Right Reverend Sir: .
(formal)

Sincerely,
Dear Bishop (surname):

(informal)
S i n c e r e l y ,

Venerable Sir: (formal)
Sincerely,

My Dear Archdeacon ku-name):
(informal)

Sincerely,

Very Reverend Sir: (formal)
Sincerely,

Dear Dean (surname):
(informal)

Sincerely,

Reverend Sir: (formal)
Sincerely,.

My Dear Canon (surname):
(informal)

Sincerely,

Reverend Sir: (formal)'
Sincerely,

Dear Father (surname):
(informal)

Sincerely,

Reverend Sir: (formal)
Sincerely,

Dear Father (surname):
( in formal )

Sincerely,

l2The names of the clergy of the Episcopal Churchmay be found in the Episcopal Churcha Annual.
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Clergy of Other Denominations

Methodist Bishop The Reverend (full name)
Methodist Bishop
(local address) 00000

Presbyterian Moderator The Moderator of (name)
(local address) 00000

or
The Reverend (full name)
Moderator of (name)
(local address) 00000

Rabbi (with doctoral Rabbi (full name)
degree) (local address) 00000

Rabbi (without doctoral Rabbi (full name>
degree > (local address) 00000

Mormon Preeident13 The President
Church of Jesus Christ of

Latter Day Saints
(local address) 00000

Mormon Bishop13 Bishop (full name)
Church of Jesus Christ of

Latter Day Saints
(local address) 00000

Mormon Elder13 Elder (or Brother) (full
name 1

Church of Jesus Christ of
Latter Day Saints

(local address) 00000

Reverend Sir: (formal)
Sincerely,

Dear Bishop (surname):
( informal)

Sincerely, . .

My Dear Mr. Moderator:
(formal)

Sincerely,
Dear (Dr. or Mr.) (surname):

(informal)
Sincerely,

Dear Dr. (surname):
or Dear Rabbi (surname):

Sincerely,

Dear Rabbi (surname):
Sincerely,

My Dear President: (formal)
Sincerely,

Dear President (surname>:
(informal)

Sincerely,

Sir: (formal)
Sincerely,

Dear Bishop (surname):
(informal)

Sincerely,

Dear Elder (surname):
Sincerely,

13The title Reverend is not used in either the Mormon Church or the Seventh-day
Adventist. Mr. may be used for any of their ecclesiastical ranks or preferably
Elder for their pastors.
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Seventh-Day l4 The President
Adventist President General Conference of

Seventh-Day Adventists
(local address) 00000

Seventh-Day
Adventist Elder14

Minister, Pastor, or
Rector (with
doctoral degree)

Minister, Pastor, or
Rector (without
doctoral degree)

Chaplain (military
services >

Elder (full name>
General Conference of

Seventh-Day Adventists
(local address) 00000

The Reverend (full name>
(title), (name of church)
(local address) 00000

The Reverend (full name)
(title>,  (name of church)
(local address) 00000

Chaplain (full name)
(rank, service designation)
(post office address of

organization and station)
(local address) 00000

My Dear Mr. President:
(formal)

S i n c e r e l y ,
Dear President (surname):

(informal)
Sincerely,

Dear Elder (surname):
Sincerely,

Dear Dr. (surname):
Sincerely,

Dear Mr. (surname):
Sincerely,

Dear Chaplain (surname):
Sincerely,

KDUCATIONAL IBSTITUTIOES15

President of a Dr. (full name>
University or College President, (name of
(with doctoral degree) institution)

(local address) 00000

Dear Dr. (surname):
Sincerely,

President of a Mr. (full name)
University or College .President,  (name of
(without doctoral institution)
degree) (local address) 00000

Dear Mr. (surname):
Sincerely,

l%ee footnote 13 on page 20.
l5The names of the governing officials of American colleges and universities may be
found in various current American almanacs.
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‘.

. President of a The Very Reverend (full name) Dear President (surname)
Theological Seminary President, (name of or Dear Dr. (surname):

institution) Sincerely,
(local address) 00000

President of a
Religious School
(Protestant)

The President of (name of
institution)

(local address) 00000

The Revztend (full name)
President of (name of

institution)
(local address) 00000

Dean of a University or Dr. (full name)
College (with Dean, School of (name)
doctoral degree) (name of institution)

(local address) 00000.

My Dear Sir (Madam): (formal)
Sincerely,

Dear Sir (Madam): (informal)
Sincerely,

My Dear PrI:ident (surname):
(formal)

Sincerely,
Dear Dr. (surname):

(informal)
Sincerely,

Dear Dr. (surname):
Sincerely,

Dean of a University or Dean (full name>
College (without School of (name)
doctoral degree) (name of institution)

(local address) ‘00000

Dear Dean (surname):
Sincerely,

Professor (with
doctoral degree)

.

Dr. (or Professor) (full name) Dear Dr. (surname):
Department of (name> orDearProfe6sor  (surname):
(name of institution) Sincerely,
(local address) 00000

Professor (without Professor (full name> Dear Professor (surname):
doctoral degree) Department of (name) Sincerely,

( n a m e  o f  i n s t i t u t i o n )
(local address) 00000

Professor in a The Reverend Professor Dear Professor (surname):
Theological Seminary (full name> or Dear Dr. (surname):

( n a m e  o f  i n s t i t u t i o n ) Sincerely,
(local address) 00000
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Associate Professor or
Assistant Professor

.

.

Superintendents of
Schools (State and
loca l )

Board of Education
or

Members, Board of
Education
(State and local)

School Board
or

Member of School Board

Principal of a School

Teacher

Mr. (full name)
Associate (or Assistant)

P r o f e s s o r
Department of (name)
(name of institution)
( local address > 00000

The Superintendent of (name)
(local address) 00000

Dr. (Mryror Ms.) (full: name>
Superintendent of (name)

Schools
(local address) 00000

The Board of Education
or

Mr. (Ms.) (full name)
Member, (location) Board of

Educa t ion
(local address) 00000

The (location) School Board
or

Mr. (Ms.) (full name>
Member, (location) School

Board
(local address) 00000

Mr.’ (MS.) (full name>
Principal of (school)
(local address) 00000

Mk. (MS.) (full name)
(school)
(local address) 00000

Dear Professor (surname>:
S i n c e r e l y ,

Dear Sir (Madam):
S i n c e r e l y ,

or
Dear Dr. (Mr. or MS.)

(surname):
Sincerely,

Gentlemen:
Sincerely,

Dear Mr. (MS.) (surname):
Sincerely,

Gentlemen :
Sincerely,

Dear Mr. (Ms.) (surname):
Sincerely,

Dear Mr. (Ms.) (surname):
Sincerely,

Dear Mr. (MS.) (surname):
Sincerely;
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Addressee Address on Letter
and EnveioDe

Salutation and
Comolimentarv Close

Amy, bir Force, Marine Corps

General, Lieutenant
General, Major
General, Brigadier
General

Colonel, Lieutenant
Colonel

Major

Captain

First Lieutenant
Second Lieutenant

Chief Warrant Officer,
Warrant Officer

Command Sergeant Major,
Sergeant Major

(full grade, name, and Dear General .(surname):
abbreviation of service Sincerely,
designation)

( t i t l e )
(poet office address of

organization and station) 00000

(same as above) Dear Colonel (surname):
Sincerely,

(same as above) Dear Major (surname):
Sincerely,

(same as above) Dear Captain (surname):
Sincerely,

(same as above) Dear Lieutenant (surname):
Sincerely,

(same as above) Dear Mr. (surname):
Sincerely,

(same as above) Dear Sergeant Major
(surname): .
Sincerely,

l6Written forms of address are the same for female officers and female enlisted
personnel as for their male counterparts. Medical Department personnel are
addressed by their military titles, regardless of rank. Chaplain6 are addressed
as Chaplain regardless of grade. The customs of the military in the matter of

-, titles and addresses are followed for National Guard and Reserve officer6 on
active military.duty.
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Chief Master Sergeant, (same as above)
Senior Master Sergeant,
Master Sergeant, Master
Gunnery Sergeant, First
Sergeant, Gunnery Sergeant,
Technical Sergeant, Staff
Sergeant, Sergeant First Class,

S e r g e a n t

Corporal, Lance
Corporai

Specialist, Classes
4 to 6

Private First Class,
Private First Class
Marines, Private

Recruit (same as above)

-Airman First Class,
Airman, Basic Airman

Retired Officer

(same as above)

(same as above)

(same as above)

(same as above)

(full grade) (full name)
(abbreviation of service

designation), Retired
(local address) 00000

Dear Sergeant (surname):
,Sincerely ,

Dear Corporal (surname):
Sincerely,

Dear Specialist (surname>:
Sincerely,

Dear Private (Surname):
Sincerely,

Dear Recruit (surname):
Sincerely,

Dear Airman (surname):
Sincerely,

Dear (rank) (surname):
Sincerely,

Bavy,  Goart Guard

Admiral, Vice Admiral, (full grade, name, and Dear Admiral (surname):
Rear Admiral abbreviation of service Sincerely,

designation)
( t i t l e )
(post office address of

organization and station) 00000
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Addressee

Commodore

Address on Letter
and EnveloDe

(same as above)

Salutation and
Comnlimentarv  Close

Dear Commodore (surname):
S i n c e r e l y ,

Captain (same as above) Dear Captain (surname):
Sincerely,

Commander, Lieutenant (same as above) Dear Commander (surname):
Commander Sincerely,

Lieutenant,
Lieutenant (jg)

(same as above) Dear Lieutenant (surname):
Sincerely,

Ensign, Chief Warrant (same as above)
Officer, Warrant Officer

Dear Ensign (surname):
Dear Chief Warrant Officer

(surname):
Dear Warrant Officer:

(surname):
Sincerely,

Chief Petty Officer (same as above) Dear Chief Petty Officer
(surname):
Sincerely,

Petty Officer First (same as above)
Class, Petty Officer
Second Class, and Petty
Officer Third Class

Dear Petty Officer (surname):
Sincerely,

Seaman, Seaman
Apprentice, and
Seaman Recruit

Fireman, Fireman
Apprentice, and
Fireman Recruit

(same as above)

(same as above)

Dear Seaman (surname>:
Sincerely,

Dear Fireman (surname):
Sincerely,
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and EnveloDe Comolimentarv Close

Airman, Airman
Apprentice, and
Airman Recruit

(same as above)

Construction Man, (same as above)
Construction Man
Apprentice, Construction
Man Recruit

Hospitalman, Hospitalman (same as above)
Apprentice, Hospitalman
Recruit

Dentalman, Dentalman (same as above)
Apprentice, Dentalman
Recruit

Stewardsman, Stewardsman (same as above)
Apprentice, Stewardsman
Recruit

Retired Officer (full grade) (full name)
(abbreviation of service
designation) ,  Retired
(local address) 00000

Dear Airman (surname):
Sincerely,

Dear Construction Man
(surname):

Sincerely,

DearHospitalman  (surname):
Sincerely,

Dear Dentalman (surname):
Sincerely,

Dear Stewardsman (surname) :
Sincerely,

Dear (rank) (surname>:
Sincerely,

- S e r v i c e  Acad- Members

Army or Coast Guard--
Cadet

Navy--Midshipman

Air Force--Air Cadet

Cadet (full name)
(service designation)
(local address) 00000

Midshipman (full name>
(service designation)
(local address) 00000

Air Cadet (full name)
(service designation)
(local address) 00000

Dear Cadet (surname):
Sincerely,

Dear Midshipman (surname):
Sincerely,

Dear Air Cadet (surname):
Sincerely,
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Addressee' Address on Letter
and RnveloDe

Salutation and
Comnlimentarv  Close l

MiliUry  Uil  (Overicu)

AMY Show full grade; full name,
including first name and middle
name or initial; social security
account number; organization;
APO number and post office through
which the mail is to be routed.
Example:

Air Force

General Kenneth A. O'Brien, Jr.
3.00- 900-02 41
801st Infantry Regt.
APO New York 09801

Show full grade; full name;.-
including first name and middle
name or initial; social security
account number; Postal Service
Center (PSC) box number if served
by PSC, or organization if not
served by PSC (and box number,
if appropriate).; APO number and the
post office through which the mail
is to be routed. Examples:

Personnel Served by PSC:

Airman First Class James LaVar Green
FR891-04-1978
PSC Box 913
APO New York 09109

Personnel Served by Unit Mail Room:

Sergeant Montgomery Stanback
FR-801-04-0278
124-24 Elect Instl. Sq., Box 139
APO San Francisco 96274

0

.
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Navy and Marine Corps Show full name, including first
name and middle name or initial;
rank or rating; service number;,
shore base organization unit with
Navy number, or mobile unit

. designation or name of ship; and
the fleet post office (FPO) through
which the mail is to be routed.
E x a m p l e s :

Navy:

Mary D. Woodard QMSN 680 92 79 USN
USS Irvin Wallace (DD 729)
FPO San Francisco 96601

Mary D. Woodard, AQF-1, 319 04
OZUSN
U.S. Naval Air Facility
FPO New York 09521

USMC :

Major William Lewis, 139042 USMCR
Staff, Fleet Marine Force Pacific
FPO San Francisco 96602

Lieutenant Joseph Woodard, 020478, USMC
U.S. Marine Corps Air Facility
FPO San Francisco 96672

Dependents Residing with Military
Personnel:

Miss Mary D. Woodard
c/o Sergeant Paul L. Woodard, 021-04-1978
Company A, 1st Bn. 16th Inf.
APO New York 09036
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Addressee Address on Letter Salutation and.
and EnVelODe -w Comolimentarv Close

Military Mail (Uithin United States) =-.

Army and Air Force . Show grade; full.name, including
first name and middle name or
initial; social security account
number; organization; military
installation, State, and the ZIP
Code. Rxamples:

Personnel Served by PSC:

Sergeant Keith Watkins, FR212-03-1978
PSC Box 1978
Vandenberg AFB, CA 93437

Personnel Served by Unit Mail Room:

Airman First Class Melvin C. Scott, FR 002-04-1978
1 Strat Aerosp Div., Box 107
Vandenberg AFB, CA 93437

Navy and Marine Corps Show full name, including first
name and middle initial; rank or
rating; service number; organization;
military installation, and the ZIP
Code. Examples:

Navy:

Bill Hennessee, SK2, 513 02 64 USN
U.S. Naval Supply Depot
Great Lakes, IL 60088

Marine Corp:

Master Sergeant Bill Hennessee, 0204197 USMC
Headquarters Battalion
Headquarters U.S. Marine Corps.
Henderson Hall
Arlington, VA 22214
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Dependents Residing with Military
Personnel:

Master Darrell Hennessee
c/o Sergeant William Hennessee, 081-32-1978
Company J. 9th Bn., 9th Lnf.
Fort Gordon, GA 30905

c0ItPoIUT10lIs,  COMPAEIBS AED FEDKRATIOES

A Company or Corporation (name of company or Gentlemen:
corporation) or Sirs:

(local address) 00000 Sincerely

A Federation (name of official) Dear Mr. (Ms.) (surname>:
(title),  (name of federation) Sincerely,
(local address) 00000

MKDICAYP

P h y s i c i a n (full name), (appropriate
abbreviation)

(local address) 00000

Dear Dr. (surname):
Sincerely,

Abbreviations18

C.B. Bachelor of Surgery
D.O. Doctor of Osteopathy
D.P.H. Doctor of Public Health
M.B. (or B.M.) Bachelor of Medicine
M.D. Doctor of Medicine
Pod. D. Doctor of Podiatry

17Titles may be used in connection with Dr. except M.D., D.D., or other degree letters
that mean Doctor.
18Theee abbreviations do not constitute a, complete listing but consist of the moat
frequently used to serve ae a guideline. Appropriate abbreviations may be found
in a etandard dictionary and other reference books available from General Services
Administration. Reference should also be made to incoming correspondence,, if any,
for correct degree letter6 and titles.
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Addressee Address on Letter
and EnveloDe

Salutation and
C o m o l i m e n t a r v  C l o s e  .

Two Physicians Drs. (full name) and (full Dear Drs . (surname) and
name ) (surname):

( l o c a l  a d d r e s s )  0 0 0 0 0 Sincerely,
or or

Drs. (same surname) Dear Drs. (surname):
(local address) 00000 Sincerely,

Dentist

Veterinarian

Pharmacist

(full name), (appropriate

. .

Dear Dr. (surname):
abbrev ia t i on ) - -  -

( l o ca l  address) 00000
Sincerely,

Abbreviational

B.D.S. Bachelor of Dental Surgery
D.D.S. Doctor of Dental Surgery
D.&D. Doctor of Dental Medicine
M.D.S. Master of Dental Surgery

(full name), (appropriate
abbreviation)

(local address) 00000

Dear Dr. (surname):
Sincerely,

Abbreviation6 19

B.V.Sc.
D.V.M.

Bachelor of Veterinary Science

(or V.M.D.)  Doctor of Veterinary Medicine

Mr. (or Ms.) (full name), Dear Mr. (or Ms.) (surname):
(appropriate abbreviation) Sincerely,

(local address) 00000

( f u l l  name)rr(appropriate
or

Dear Dr. (surname):
abbreviation) Sincerely,

(local address) 00000

19See footnote 18 on page 31.
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L

Phar .B. Bachelor of Pharmacy
Phar .D. Doctor of Pharmacy
Phar .M. Master of Pharmacy
Ph.C. Pharmaceutical Chemist
R.Ph. Registered Pharmacist

Nurse Mr. (or Ms.) (full name), Dear Mr. (or Ms.) (BUrnSme):

(appropriate abbreviation) Sincerely,
(local address) 00000

Abbreviation6 20

L.P.N. Liceneed Practical Nurse
P.N. Practical Nurse
R.N. Registered Nurse

@ OTHER  ADDRESSES

Single

AMan : Mr. (full name)
(local address) 00000

Dear Sir:
Sincerely,

or
Dear Mr. (surname):

Sincerely,

An Unmarried WomanZ1 Ms. (full name> Dear Ms. (surname):
(local address) 00000 S i n c e r e l y ,

A Married Woman22 Mrs. (husband’s full name> Dear Mrs. (6urname):
or (local address) 00000 Sincerely,

or
Widow Ms. (given name and surname) Dear Ms. (surname):

(local address). 00000 Sincerely,

20See footnote 18 on page 31.
2lUse Miss if that is known to be the addressee’s preference.

l 22UseM6. withgivennameand surnameifthatisknowntobetheaddressee'spreference.
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Addressee Address on -Letter
and EnveloDe

Salutation and
ComDlimentarv Close

mitiplc23

Two or More Men

Tvo or More Men
the Same Name

Two or More

Messrs. (surname) and
(surname)

(local address) 00000
or

Mr. (full name> and
Hr. ( f u l l  name)

(local address) 00000

o f Messrs. (given name) and
(given name) (surname)

(local address) 00000
or

The Messrs.’ (surname)
(local address) 00000

n, The Hees. (surname) and
Unmarried WomenL4 (surname)

(local address) 00000
or

Miss (full name) and
(full name)

(local address) 00000

Two or More Women24 Ms. (full name> and
Mrs. (full name)

(local address) 00000

.

Gentlemen:
Sincerely,

or
Dear Mr. (surname) and

Mr. (eurname):
Sincerely,

Dear Messrs. (surname):
Sincerely,

or
Gentlemen :

Sincerely,

Ladies (or Meedames):
Sincerely,

or
Dear MiSSeS  .(SUrn6me>

and (surname):

Ladiee (or Mesdames):
!’. - ncerely ,

23A letter to two or more persons may be addressed as illustrated or to only one of
them when the latter is mentioned by name in the opening paragraph.
24When the names of both men and women occur in the inside address, the individual
whose name appears first should be addressed first in the salutation.
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APPENDIX 2. CAP;TALIZATION

1. GENERAL. Problem6 of capitalization which most often arise in Government cor-
respondence are covered in this chapter. Commonly used principles ‘are. briefly
stated, and then supported by examples. When to capitalize is shown at the left
of the page; when not  to  capital ize  is  Shown. at  the r ight . For words ‘or terms
not included here, correct practice can be determined by. relating them to the principles
that are given. Also see the Government Printing Office Style Manual for other
points on capitalization.

2. aNOUNS.

a. Names of netsons. places.  and thinns. (See also oarasraDhs C-s:)

Capitalize names of persons, places,
and things; and their derivative6
which retain proper noun meanings.

John Macadam, Macadam family
Paris, Parisian
Italy,  Ital ian
Rome, Roman
Capitol in Washington, D.C.

Capitalize city only when it is
part of the name.

Oklahoma City

A common noun or adjective forming
an essential part of a proper name
is capitalized.

State of Oklahoma
w

Do not capitalize names which have
become common, or their derivative6
which have general meanings.

macadamized
plaster of paris
i ta l i c s , i ta l i c i ze
roman (type>
a State capitol

Do not capitalize city when it stands
alone or precede6 the name.

city of Oklahoma City, the city

Do not capitalize the titles following
names or used instead of.names,  except
to indicate preeminence or distinction.

the manager of the FSS, the manager
but the President of the United States

Capitalize titles preceding names.

Chairman Jones
Mayor Adams

b. Common nouns used as DroDer nouns.

Capitalize common nouns used as
parts of proper names and of
t i t l e s .

Do not capitalize when used as a substitute
for  a  name, or to denote time, sequence,
or reference.

Mass6ChuSetts  Avenue
Federal EXpreSS
Cape of Good Hope .

the longest avenue
the express to BOBtOn
the SOUtherIuuOSt  cape
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Union Station
Budget and Accounting

P r o c e d u r e 6  A c t
Appendix C
Column 2
Exhibit 107
the Versailles Treaty

the railway station in Washington
act of 1951

a part of, appe-2ix C
in column 2, p :f 3, paragraph 3
a repr.int of e...,.ibit  107
the treaty of 1419

Capitalize common nouns when used
alone as a well-known short form
of a proper name.

Do not capitalize when usei in
a general sense.

British Commonwealth: ’
the Commonwealth

Cherokee Nation: the Nation
Union of South Africa:

the Union
United States: the States,

the Nation

a commonwealth of nations

a nation of warlike people
a union between families

state’s evidence

Capitalize plural forms of common Do not capitalize when used in a
noun when used as part of a proper general sense.
name.

Seventh and I Streets two old streets
Lakes Erie and Ontario these inland lakes
State and Treasury Department6 executive departments

c. Names of oreanized bodies.

(1) Federal Government units.

Capitalize titles of the Federal Do not capitalize when used in
Government and its units and their a general sense or when referring
shortened f on66 . Capitalize other to other than a Federal Government
substitutes only to show distinction. unit.

The U.S. Government: the Federal
Government, the National
Government, the Government

U.S. Congress: 86th Congress
the Senate, the House

Committee of the Whole: the
Commit tee

Department of Agriculture: the
Department *

Division of Grants: the ‘DiViSiOn
Bureau of the Census: the Census

Bureau, the Bureau
Geological Survey: the Survey

democratic government, a federal
union, two nati3nal governments;
city government

a congress.of  c it izens
a senate.or  house unit in IOWa
committees of the Senate, a PTA

committee
any department of the governmeqt

a division of the organization
formation of a bureau, the census

bureau in Laurel
a survey of mineral6

Page 2 Par 2



7/12/85

Commission:0.. Interstate Commerce
the Commission

American Embassy: the Embassy

Department of Defense: Military
Establishment, Armed Forces

U.S. Army: the Army, Regular
Amy, the Infantry, 81st Regiment,
Army Band

U.S. Navy: the Navy, Navy (Naval)
Establishment, Marine Corps

non-Federal Government

1360.16
Appendix  2

a commission on trade rights,
interstate commissions

a foreign embassy, the consulate,
the consulate general

a defense establishment, armed
forces exploring the area, also
armed services

an army, Grant’s army, infantrymen,
the regiment, the March King’s band

naval shipyard, naval station
corps of fighting men

’nonfederal aid, federal facility,
government building

FAA headquarters, Washington headquarters,
headquarters, headquarters building

“Administration” (capital A) should be used only as a part of the title
‘Federal Aviation Administration’ to avoid confusion with the political
term “the Administration.” The term “agency” (small a> may be used to
mean the total FAA organization. Do not use “Agency” (capital A) when
referring to the FAA.

(2) International organizations.

Capitalize names of international Do not capitalize when used in
organizations. a general sense.

United Nations : the Security
Council, the Assembly, the
Secretariat, the International
Court of Justice

World Health Organization

united nations in the Middle East,
a council of citizens, a town
assembly, a secretariat for the
director, a citizens’ court

funds for a health organization

(3) Names of other organized bodies. (For names of Federal Government
units and international organizations, see paragraph6 (1) and (21, preceding.)

Capitalize names of other organized Do not capitalize when used in
bodies when used as titles. a general sense.

Virginia Assembly, West Virginia the assembly, the senate, the house
House of Delegate6 of delegates in West Virginia

California State Highway Commission: the highway commission, the commission
Highway Commission of California for highway construction

Dutchland Railroad Company: the the railroad company, the railroad
Dutchland Railroad in Pennsylvania
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d. Names of members of organized bodies.

Capitalize names.. of ,members  of
. organized bodies to distinguish them

from the same words merely in a
descriptive seqee.

Do not capitalize when used in a
general sense.

.

a Representative (Member of a representative of a group
Congress 1 a republican form of government

a Republican (member of a
pol it ical  party)

a Catholic (member .of the
Catholic Church)

catholic (universal) interest6

e.

Capitalize names of countries and Do not capitalize when used in a
their divisions when used as proper general sense.
names or as proper adjectives.

United States: the Republic, the a republic, fyo nations, national
Nation, the Union income, u. in of States (U.S.)

New York State: the Empire State church and 6:ate
Dominion of Canada: the Dominion a dominion of the Western Hemisphere
Province of Quebec: the Province farming provinces of Canada
U.S.S.R. (Union of Soviet Socialist a socialist form of government,

Republics): Cominform (Communist experiment in communism
Information Bureau), Communist
International

f .  -6o f* ns C eatures.

Capitalize names of regions, Do’not capitalize terms used to
localities, and geographic features denote mere direction or position.
when used as proper names.

the North Atlantic States north, south, east, yes:-,  northerly,
northern, northward

the West, the Midwest
Equatorial Africa
the Middle ‘East (Asia)
the Promised Land
the Continent

road to the west, a midwest  direction
equatorial countries
middle east of the State
a land of promise
continental boundaries
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e g* Name6 of  calendar diViSiOn6. hol idavs.  historic  events .  and oeriods  of
time.

- Capitalize names of months of the
year and days of the week.

Do not capitalize names of the season6
or the words year and century when
used with numbers.

.

January, February, March
Monday, Tuesday, Wednesday

fiscal year or fiscal year 1984
spring, summer, autumn, winter
the year 1960, the 20th century

Capitalize names of events and of
holidays.

Do not capitalize when used in a
general sense.

Battle of Lexington
War of 1812, World War II
Feast of the Passover
Fourth of July: the Fourth

the battle fought at Lexington
the war years, two major wars
a religious feast
on July the fourth, a national holiday

3. TITLES USED WITH NAMES OR TITLES STANDING FOR PERSONS.

a. Titles nrecedins names.

Capitalize titles preceding proper Do not capitalize when used in a
name 8. general sense.

President Roosevelt
King George
Chairman McDowell
Ambassador Page

a president of a club
a king of spades
a chairman of the committee

ambassador at large

b. Titles followinn names, or titles used alone.

Capitalize titles following proper Do not capitalize when used in
names , or used alone as SUbStitUteS a general sense, or when not indicating
for names, when they indicate preeminence.
preeminence.

.
John Adams, President of the United

States; the President, the
President&elect, the Executive,
the Commander in Chief, Ex-President
Adams, a former President

Thomas Howells,  Vice President of
the United States; the Vice
President

Burns Mason, president of the Potomac
Railway, president-elect of the
union, the executive’s suite,
a young commander in chief,
ex-president of Cullen Institute,
a former president of fhe university

Caleb Johnson, vice president of
the Exchange; the vice president
of SDA

a’ Par 2
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,
B. A. Rowland, Secretary of State; recretariee of the military department6

the Secretary, the Acting . (part  of  the c ler ical  staf f ) ,  but
Secretary, the Under Secretary, Secretaries of the military departments
the ASSiStant  Secretary, the (heads of Army, Navy, Air Force) .
Director, the Chief, or’ the the director ,  or  chief ,  or  as& Ant
Aesistant Chief . . chief of the laboratory

Capitalize titles in the second person.

Your Excellency
Mr. Chairman, Madam Secretary

4. TITLES OF PUBLICATIONS. DOCUMBNTS. ACTS. ETC.

Capit,alize  all words in titles of Do not capitalize when used apart
publications and documents, except from titles or in a general sense*
a, an, the, at, by, for, in, of, on,
to, up, and, l 8, but, if, or, and nor.

Statutes at Large, Revised Statutes
District Code
Bancroft’s HiStOry
Journal (House or Senate)
American Journal of Science
Monograph 55, Research Paper 123
Senate Document 70, but Senate

bil l -416
House Resolution-68, but House

bil l  20
Kellogg Pact, North Atlantic Pact
Treaty of Ghent

5. THE DEFINITE ARTICLE.

Capitalize the word the when used as
part of a name or title.

The Dalles (Oregon)
The Weirs (New Hampshire)
The Hague
The Attorney General (if so

written in copy)

.

the applicable statutes
the code of the District
history books
a journal of legislative action
a professional journal
any monograph, a research paper by Sales
a historical document from the Senate

a committee resolution

a pact between nations
the treaty signed at Ghent

Do not capitalize when the is used adjectively .
or with titles of newspapers, periodicals,
vessels, airships, or firm names..

the Dalles region
the Weirs streets
the Hague Court; also the Netherlands
the attorney general of Texas
the Times, the Atlantic Monthly
the Mermaid, the U-3
the National Photo Company
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6. PARTICLES IN NAMES OF PERSONS.

Capitalize particle6 in'foreign Do not capitalize in foreign names
names or titles--d' ,  da, della, when preceded'by a forename or

du, van, and von. t i t l e .

D’ Orbigny
Da Ponte
Du Pont

Capitalize particles in anglicized
name 6, even if preceded by a
forename or title.

Justice Van Devanter
Samuel F. Du Pont
Reginald De Koven

7. FIRST WORDS.

Capitalize the first word of a
sentence, of a direct quotation,
of a line of poetry, or of a
formally introduced series of
items.following a comma or a colon.

The question is, Shall the bill
PaSS?

He asked, “And where are
you going”?

Lives of g-reat  men all remind us
We can make our lives sublime.

The vote was as follows: In the
affirmative, 23; in the
negative, 11; not voting, 3’

Alcide d’orbigny
Cardinal da Ponte
E. I. du Pont de Nemours  C Company

Do not capitalize when an individual
prefer6 lowercase.

Henry van Dyke (personal usage)
Irenee du Pont (personal usage)

Donotcapitalisethe firstwordof a fragmentary
quotation.

He objected “to the phraseology,
not to the ideas.”

Do not  capital ize  the f irst  word fo l lowing
a colon, an exclamation point, or question
if the matter following is merely a supplementary
remark making the meaning clearer.

Revolutions are not made: they come.
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APPENDIX 3. ACRONYMS/ABBREVIATIONS

e
i. GENERAL. Only well-known abbreviations or acronyms should be used. They should

be avoided as. much .a8 pO66ible  in writing to persons who may not be familiar with
t h e  t e r m .

a. When using an acronym or abbreviation, the phrase should first be spelled
out followedbythe acronym or abbreviation in parentheses. After this first definition
of its meaning the acronym or abbreviation should be used without further explanation.

b. When writing to persons in FAA, well-known acronyms need not be defined
if -it is known that the recipient of the letter is familiar with the term.

2.. CAPITALS. HYPHENS. PERIODS. AND SPACING.
_.

a. In general, when abbreviating a word or words, capitalize and hyphenate
the abbreviation as the original word or words. Use a period after each element
of the abbreviation, unless through usage the period is omitted. Allow no spaces
after periods.

c . o . d . H.R. 116 A.B. St. a.m. J.M. JOne6

b. Omit periods and spaces after initials used as shortened names of Government
agencies and other organized bodies, if not contrary to usage.

NASA TWA DOD GMAC AFL-CIO USAF

l 3. GEOGRAPHIC TERMS.

a. You may abbreviate United States when preceding Government or the name
of a Government organization, except in formal writing. Spell out United States
when. it is used as a noun or when it is used as an adjective in association with
names of other countries.

U.S. Government U.S.S. Brooklyn (note abbreviation
U.S.  Congress for ship)

U.S. Department of but British, French, and United
Agriculture States Governments

U.S. Monitor Nantucket United States-British talks

b. With the exceptions noted in paragraph a, preceding, the abbreviation U.S. is
used in the adjective position, but is spelled out when used as a noun.

.-
U.S. foreign policy
U.S. economy
U.S. attorney

.I U.S. attitude

but foreign policy of the United States
the economy of the United States
United States Code (official title)
United States Steel Corp.

( l ega l  t i t l e )
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c. Two-letter State and province abbreviations:

UNITED STATES

AL
AK
AZ
AR
CA
co
CT
DE
FL
GA
HI
ID
IL
IN
IA
KS
KY
LA
ME

AB
BC
LB
MB
NB

Alabama
Alaska
Arizona
Arkansas
Cal if ornia
Colorado
Connecticut
Delaware
Florida
Georgia
Hawaii
Idaho
I l l i n o i s
Indiana
Iowa
Kansas
Kentucky
Louisiana
Maine

M D
MA
MI
M N
MS
MO
M T
NE
N V
N H
NJ
NM
NY
NC
ND
OH
OK
OR

Alberta NF
British Columbia NT
Labrador
Manitoba IS
New Brunswick ON

Maryland
~SSaChUSettS
Michigan
Minnesota
MiSSiSSippi
Missouri
Montana
Nebraska
Nevada
New Rampshire
New Jersey
New Mexico
New York
North Carol ina
North Dakota
Ohio
Oklahoma
Oregon

CANADA

Newfoundland
Northwest

Territories
Nova Scotia
Ontario

PA
RI
SC
SD
TN
TX
UT
VT
VA
WA
WV
WI
W Y
DC

GU
PR
VI

PE

PQ
SK
UT

7112185

Pennsy.lvania
Rhode Island
South Carol ina
South Dakota
Tennessee
Texas
Utah
Vermont
Virginia
Washington.
West Virigina
Wisconsin
Wyoming
Distr ict  o f

Columbia
Guam
Puerto Rico
Virgin Island6

Prince Edward
Island

Quebec
Saskatchewan
Yukon Territory

Other commonly used two-letter and three-letter abbreviation6 are:

BH Bahama6 BWI British West
Indies

RP Republic of F: Tama

NOTE : Two-letter  and three- letter  abbreviat ions are  for  expediting  mail
through the U.S. Postal Service and will be used ONLY on envelopes or inside
addresses. Spell out the name in the body of a letter or memorandum.

4 . ADDRESSES. Words in an address are usually spelled out. Where brevity is
required, these abbreviations following a name or.a number may be used.

St . - S t r e e t
Ave. --Avenue
Pl . - P l a c e

sq.-Square Dr .--Drive NW. -Northwest
Blvd . - -Boulevard Ct. - -Court SW .--Southwest
Ter . -Terrace Bldg. -Building NE.- -Northeast

SE. --Southeast

NOTE : DO NOT ABBREVIATE county, fort, mount, point, and port.
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5. NAMES AND TITLES.
I

a. Use abbreviations in firm names as they are shown on the firm’s letterhead.

J. Dillard & Sons, Inc.

b. Where brevity ,in company names is  requiredi  the fol lowing abbreviations
may be used:

Bro . -Bro ther co.--C o m p a n y
Bras. --Brothers Corp .-Corporation

Inc .-Incorporated
Ltd . -Limited

L--and

C. Do mot abbreviate Company and Corporation in names of Federal Government
units.

Metals Reserve Company Commodity Credit Corporation

d. Use the following abbreviations after a name:

Jr . ,  Sr .
2d, 3d, II ,  III  (not preceded

by a comma)

Degrees: M.A., Ph.D., LL.D.
Fellowships, orders, etc.:

F.R.S., K.C.B.

e . Sr. and Jr. should not be used without given name or initials, but may
be used in combination with any title.

A.B. Jones, Jr.; not Jones, Jr., or Mr. Jones, Jr.
President J.B. Jones, Sr.

f . Do not use titles such as Mr., Mrs., Ms., and Dr. in combination with another
title or with abbreviations indicating academic degrees.

John Jones, A.B.,.Ph.D.;  not Mr. John Jones, A.B., Ph.D.
Dick Roe, M.D.; not Dr. Dick Roe, M.D.; or Mr. Dick Roe, M.D.
A. B. Jones, Jr., Esq.; not Mr. A. B. Jones, Jr., Esq.

g* When the name is followed by abbreviations designating religious and fraternal
orders and academic and honorary degrees, arrange the abbreviations in this sequence:
Orders, religious first ; theological degrees; academic degree6 earned in course;
and honorary degree6 in order of bestowal.

John J. Jones, D.D., M.A.,  D. Lit.
Richard R. Row, C.S.C., Ph.D., LL.D.

. 6. PARTS OF PUBLICATIONS. Abbreviations may be used to designate parts of
mentioned in parentheses, brackets, footnotes, l i s t s  o f  r e f e r e n c e s ,

and followed by figures, letters, or Roman numerals.

app., apps.--appendix, appendixes_ . _ p t .  pt6.--part, parts. .

pub1 icat ions
and tables,

a r t . ,  a r t s . - -art ic le . ,  art ic le6 sec . ,  sets.--section,  sect ions
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bul l . ,  bu l l s . - -bullet in,  bullet ins
cl . ,  c ls . - -c lause,  c lause6
ch., chs. --chapter, chapters
col., cob.--COhmn, CO1umIIS
f i g . ,  f i g s . - - f i g u r e ,  f i g u r e s
n o . ,  nos.--number,.numbers
P-9 PP. --page, pages
par.,  pars. --paragraph, paragraphs
p l . ,  p l s . - -plate ,  p lates

Bubcb., subchs.--subchapter,
subchapter6

subpar., subpars.--subparagraph,
subparagraphs

subs.ec.,  SUi.-eCS.--SUbSeCtiOn,
SubSeCtiOnS

supp., supps.--supplement,
supplements

vol., vols.--volume, volumes

7. TERMS RELATING TO CONGRESS. You may use the following abbreviations for the
words Congress and session when these words are used in parentheses, brackets,
footnotes, sidenotes, lists of references, and tables.

82d Cong., 1st sess.
1st sess., 82d COng.
Public Law 64, 74th Cong.

8. ACRONYMS.

a. Specialists tend to be dedicated to the language of their specialty, including
it 6 many acronyms. The use of acronyms may become a roadblock to a good, well-written
communication, and comprehension is slowed when a reader has to stop and interpret.
USe mu6t be limited to internal correspondence which in turn should  make us more
aware of applying the same care and caution when writing to persons outside ,tbe
agency. The meaning of acronyms used must
where the complete avoidance is impractical.

b e  s p e l l e d  o u t  i n  t h e  f e w  i n s t a n c e s

b. If a determination is made to spell out an acronym, it would be written
in lower case with the acronym in parentheSe6 and in all caps.

airport traffic control tower (ATCT)

radar approach control (RAPCON)
.

but

Texas Instrument6 (TI) comnanv name

National Airspace System (NAS) name of a svecific svstem

C. After spelling out the acronym the first time, use acronym ONLY dropping
the parentheses.

d. A complete list of approved FAA acronyms from Order lOOO.lSA,  Glossary,
is provided for quick reference following this appendix.
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MS: airport advisory service
AC: advisory circular
ACEM: .4ircraft Equipment Modification
ACFI: F.4A Advisorv Committee on Flight Information
ACIC: Areonautical.Chart  and Information Center (USAF)
ACM’: Aircraft Control and Warning  S.vstem
ADC: Air Defense Command
ADF: automatic direction finder
ADIS:  automatic data interchange system
ADIZ: Air Defense Identification Zone
ADP: automatic data processing
ADSA: air derived separation assurance
AEEM: Airborne Electronic Equipment Modification
AFS: Aeronautical Fixed Service; Ainvav Facilities Sector
AFIX: Aeronautical Fixed Telecommunications Network
ACC: automatic gain control
AID: airport information desk
ADI: Ainnen’s Information Manual
AIREP: air report
AIRMET:  Airmen’s Meteorological Information
ALNOT: alert notice
ALS: approach lighting system
ALTRV: (See Central Altitude Reservation Function)
AMB: Aircraft Maintenance Base
.4ME:  aviation medical examiner
AMIS: .Qircraft Movement Information Service

API: air position indicator
ARP: airport reference point
ARSR: air route surveillance radar
ARTCC: air route traffic control center
ARTS: automated radar terminal system
ASB: Aircraft Services Base
ASDE: airport surface detection equipment
ASF: Aircraft Service Facility
ASR: airport surveillance radar
ATC: air traffic control (FAR Part 1)

‘ATCBI:  air traffic control beacon interrogator
ATCRBS: Air Traffic Control Radar Beacon System
ATCSCC:  ATC Systems Command Center
ATCT: airport traffic control tower
ATlS: .4utomatic  Tenninal Information Service
ATSCCP: .4ir Traffic Service Contingency Command Post
AVC: automatic volume control

B

BLUE: blind landing experimental unit
BUEC: backup emergency communications
BVD: beacon video digitizer

C

CAD: Central Aircraft Dispatch
C.4RF:  Central Altitude Reservation Function
CAS: (11 calibrated airspeed (FAR.Part 1); (2) collision

avoidance system
CAT: clear-air turbulence
CCC: central computer complex
CD: common digitizer
CDC: computer display channel
CE: conspicuity  enhancement

CERAP: combined center/RAPCON
CFCF: Central Flow Control Function
CIRVIS:  communications instructions reporting vital

intelligence sightings
CNI: communications-navigation-identification
CO/A: Change Order (Aircraft)
CO/E: Change Order (Electronics)
CONSO:  consolan
CP: circular polarization
CRT: cathode-ray tube .
CST: combined station/tower
CUE: computer  updating equipment

D

DABS: discrete address beacon system
IBA: A-weighted sound pressure level
dB: decibel
DCC: display channel complex
DCD: double channel duplex
DCS: double channel simplex
DDM: difference in depth of modulation
DEW: Distant Early Waming Line
DEWIZ: Distant Early Waming Identification Zone
DF: direction finder
DME: distance measuring equipment
DH: decision height
DVFR: Defense Visual Flight Rules

E

EAC: expected approach clearance time
ECM: electronic counter measures
EFAS: En Route night Advisory Service
EFC: expected further clearance time
EHF: extremely high frequency
ELT: emergency locator transmitter
EMC: employee-management cooperation
EPI: expanded position indicator
EPNdB: (see effective perceived noise level)
EPNL: effective perceived noise level
EVSS: electronic voice switching system

F

FM: Federal Aviation Administration
FAR: Federal Aviation Regulations
FAWS: Flight Advisory Weather Service
FDDL: frequency division data link
FDEPLflight  data entv and printout equipment
FIX: Flight information Advisory Committee
FIPS: Federal Information Processing Standard
FIR: flight information region (ICAO)
Fhl: fan marker
FPDI: flight path deviation indicator
FSK: frequency shift keving
FSS: night service station
FTC: fast time constant
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CCA: ground controkd approach
Ccl: ground controlled intercept
CDL: guidance light facility
CENOT: general notice .
Gliz: gigahertz
CPI: ground position indicator
CS: glide slope

H

Ii: homer
HAT: height above touchdown
HF: high frequency
HH: (see homer)
Hz: Hertz

I

IACC: U.S. Government Inter-Agency Air Cartographic
Committee

IACC: instantaneous automatic gain control
IAS: indicated airspeed (FAR Part I)
ICAO: International Civil Aviation organization
lFF: identification friend or foe
IFR: instrument flight rules (FAR Part 91)
IFSR: international flight service receiving station
IF%: international flight service station
IFST: international flight service transmitter station
ILAS: instrument low approach sy5tem
IlS: instrument landing system
IM: inner marker
IMC: instrument meteorological conditions
INREQ: information request
INT: intersection
IP: Initial point
ISIS: improved side lobe suppression

J
JATO: jet assisted takeoff

K

kllz: kilohertz

L

LANAC: laminar air navigation and anticollision
LDA: localizer-type directional aid
LDIN: lead-in light facility
I.&F:  low frapency
L/MF: low-medium frequency
LMM: compass locator at middle marker
LOCI: IIS lorxlizer
LOhi: compass locator at outer marker
LP: linear polarization

M

nn4:  milliampere
MAD: maintenance alert directive
MA& medium intensity approach lights - !IfW cp._

M
M
M
M
M

ii
M
M
M
M
M
M
M
M
M
M

m missed approach procedure
ICA: minimum crossing altitude
ICL: Mid-Canada Line
IDA: minimum descent altitude (FAR Part 1)
11%: minimum en route’IFR  altitude
IF: medium freqisency
El: (see homer)
Ifi:  megahertz
IIS: microwave landing system
IM: middle marker
IOCA: minimum obstruction clearance altitude
IODEM: modulator-demodulator
IRA: minimum reception altitude
LSL: mean sea level
ITI: moving target indicator
IUA: maximum usable altitude
NA: minimum vectoring altitude

N

NAS: National Airspace System
NASP: National Airport System Plan
N.4TCOM: National Communications Center
NA\‘.GD: air navigation facility
NCC: NORAD Control Centers
NCS: National Communication System
NFDC: National Flight Data Center
NFSC: National Field Support Croup
NORAD:  North American Air Defense Command
NOTAM: Notice to Airmen
NSD: Navigational Situation Display

0
OBS: omnibeaxing selector
OAW: off-airways weather station
OM: outer marker
OMNI:  (see VOR)

P

PAM: pulse-amplitude modulation
PAR: precision approach radar
PCS: power conditioning system
PCP: Planning Grant Program
PIREP: pilot report
PNL perceived noise level
PNLT: perceived noise level -tone corrected
PPI: plan position indicator
PRF: pulse repetition frequency
IT: procedure him
PWI: (1) pilot warning instnnnent; (2) proximity

warning indicator

R

RAIL: runway alignment indicator light.
RAPCON OR RAPCO: radar approach control
RATCF: radar air traffic control facility
RBC: rotating beacon ceilometer
RBDE: radar bright display equipment
RCAC: remote center air/ground communication facility

0

l
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RCC: rescue coordination center
RCO: remote communications outlet
REIL: runway end identification lights
RENOT: regional notice
RIS: reports identification ~pb01
RL4: restricted landing area
RMI: radio magnetic indicator
RML: radar microwave link
RMLR: radar microwave fink repeater
RMLT: radar microwave link terminal
RNAV: area navigation
RTOL: reduced takeoff and landing
RlT: radio telemetering theodolite
RVO: runway visibility observer

’ RVR: runway visual range

S

SAFL semiautomatic flight inspection system
SAGE: semiautomatic ground environment system (USAF)
SAL& short approach light system
SAMB: Secondary Aircraft Maintenance Base
SAR: search and rescue
SCAN: self-correcting automatic navigation
SDF: simplified directional facility
SECRA: Secondary Radar
SEXCAL: selective calling system
SFL: sequenced flashing lights
SHF: super-high frequency
SHORAN: short range navigation
SID: standard instrument departure
SIF: selective identification feature
SICMFT:  signifmant meteorological information
SLS: side lobe suppression
SMP: special maintenance project
SPANAT:  Systems Planning Approach North Atlantic
SPAR: ILS system performance activity report
SSF: system support facility
SSO: self-sustained,outlet
STAR: standard terminal arrival route
STC: sensitivity time control
STOL: short takeoff and landmg

T

TACAN: tactical air navigation

TCH: threshold crossing height
TDDL: time-division data link
TDI: TACAN distance indicator
TP: terminating point
TRACAR or TRCAB: terminal radar approach control in tower

cab. (See terminal radar approach control)
TRACON  OR TRACO: terminal radar approach control
TROPO: tropospheric scatter station
TRS: theodolite  recording system
TRSA:  terminal radar service area
TVOR: temmral  VOR
TW’EB: transcribed weather broadcast equipment
TWS: track while scan.

U . .

UDF: (See direction finder)
UHF: ultra high frequency
WDF: (See direction finder)

V

(VI): critical engine faihue Speed
VASI: visual approach slope indicator
VDF: (See direction finder)
VFR: visual flight rdes (FAR Part 91)
VHF: vey high frequency
VLF: very low frequencv
VMC: visual meteorological conditions
VOR: verv high frequency omnidirectional range
VORTA6:  (see VOR and TACAN)
VOT: vet-v high frequency omnidirectiomd  range-test
V/STOLi vertical/short takeoff and landing
VTOL: vertical takeoff and land

w

WAR: (see employee -intermittent)
WMSC: Weather Message Switching Center
WOC: (see employee - WOC)
W/P: RNAV way point (FAR Part I)

Z

Z: zulu time
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APPENDIX 4. PUNCTUATION

1. GENERAL. Punctuation marks are to the reader what road signs are to the driver.
. They make it easier to read and understand what someone has written. There are

rules, but there are also many exceptions. Some punctuation mark6 may be substituted ’
for others without changing the meaning of a sentence or without making it less
clear. Good sentences usually need fev punctuation marks. The Government Printing
Office Style Manual treats punctuation in detail.

2. APOSTROPHE.

a. Use the apostrophe:

(1) To indicate contraction6 or omitted letters.

I ’ ve i t ’ s  ( i t  is) TV’ ers

(2) To indicate the coined plurals of figures, letters, and symbols.

1890’s p’s and q’s ATC’s FAA’S FSS’s ILS’S +‘6

(3) To show possession.  Add ‘a when the noun does not end with an 8
sound. Add only the apostrophe to a noun that ends with an e sound.

o f f i c e r ’ s  M a r s ’  h o s t e s s ’  Co.‘8 C O B . ’  J o n e s ’  J o n e s e s ’  Schmitz’

(a) To show possession in compound nouns, add the apostrophe or
‘a to the final word.

brother-in-law’s secretary-treasurer’s

(b) To show joint possession in nouns in a series, add the apostrophe
or ‘E to the last noun.

soldiers and sailors’ home

- (c) To  show separate  possess i on  in  a  se r i e s , add the apostrophe
or ‘6 to each noun.

John’s, Thomas’, and Henry’s ratings

(d) To show possession in indefinite pronouns, add the apostro.phe
or ‘6 to the last component of the pronoun.

someone’6 desk somebody else’s book6 others’ homes

e Par1
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b. Do not use the apostrophe:

(1) To form the possessive of personal pronouns*

theirs yours , hers i t s

(2) To form the plural of spelled-out numbers, of vords referred to as
_ Words, and of vords already containing an apostrophe. Add ‘a, however, if it makes

the plural easier to read.

twos and threes i f s , ands, and buts yeses and noes
do’s and don’ts which’s and that’s

(3) To follow names of countries and other organized bodies ending in
a or after words more descriptive than possessive (not indicating personal possession),
except vhen the plural does not end in a.

United States control United Nations meeting
merchants exchange children’s hospital

(4) When acronym is in parentheses.

Federal Aviation Administration’s (FAA)

3. BRACKETS.

a. Use’brackets in pairs:

(1) To enclose a correction.

He arrived at 13 1121 o’clock.

(2) To supply something omitted.

Mr. Adams [arrived] late.

(3) To explain or  to  identi fy .

The president pro tern [Arnold] spoke briefly.

(4) To instruct or to add comment.

The report is as follows [read first paragraph]:

(5) To enclose sic when. it is used to show that an error in a quotation
has been recognized but not changed.

It’s [sic] counterpart is missing.
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b. Use a single bracket at the beginning of each paragraph but only at the
close of the last paragraph, when extensive material is enclosed.

4. COLON. Use the colon:

. a. To separate an introductory statement from explanatory or summarizing material
that  fo l lovs .

The board consists of three officials: -Chairman, vice chairman,
and recorder-secretary.

Give up conveniences; do not demand special privileges; do not
stop work:  these are necessary vhile we are at var.

b . To introduce formal statements, questions, or quotations.

The committee stated the principle thus: In our foreign relations,
people instead of governments are our first concern.

The following question came up for discussion: What policy should
be adopted?

He said: [If the quotation is not more than one sentence, use a
comma instead of a colon.]

C. To follow all salutations (formal and informal).

Dear Mr. Franklin: To Whom It May Concern:
Ladies and Gentlemen: Dear John:

d. To separate the hour and the minutes in clock time.

8:15 a.m. to 11:59 p.m. 8 a.m. to 11 p.m. 8:15 a.m. to 11:00 p.m.

e; To follow introductory headings which lead directly to subentries.

Pol icy:
General :

Salaries
Responsibilities

.  S p e c i f i c :

f . To separate parts of citations.

Luke 4:3 Journal of Education 3:342-359

g- To indicate proportion (use double colon as ratio sign):

1:2: :3:6
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a9 Use the. comma:~

(1)  ‘To separate  vords  or  f igures  that  might dthensise be  misunderstood
or misread.

Instead of hundreds, thousands came. Out of each 20, 10 are rejected.
To John, Smith vas very helpful. What the di f f iculty is ,  is  .

not known.

(2) To set  o f f  ‘ introductory or  explanatory vords that  precede,  break,
or  fo l lov  a short  direct  quotation. The comma is not needed if a question mark
or an exclamation point is already part of the quoted matter.

I said, ‘Don’t you understand the question?’
“I understand it ,” she replied, “but I disagree with the ansver.”
‘Why?” he said.
“It’s unreasonable!” she exclaimed.

(3) To indicate the omission of an understood vord or vords.

Then he vas enthusiastic; nov,  indifferent.

(4) To separate a series of modifiers of equal rank.

‘It is a young, eager, and intelligent group.
but--Be is a clever young man. (No comma when

the final modifier is considered part of the
noun modified.)

(5) To. follow each of the members within a series of three ‘or more vhen
the last two members are joined by and, or, or mr.

horses, mules, and cattle neither snow, rain, nor heat
by the bolt, by the yard, by 5, 10, or 20

or in remnants

(6) To separate an introductory phrase from the subject it modifies.

Beset by the enemy, they retreated.

(7) Before  and after  Jr . ,  Sr . ,  academic  degrees ,  and names of  States
preceded by names of cities, vithin a sentence.

Henry Smith, Jr., chairman Smith, Henry, Sr.
Washington, D.C., schools
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(8)

(9)

To set off parenthetic words, phrases, or clauses.

It is obvious, therefore, that this office cannot function. .
The atom bomb, developed by the Manhattan project, vas first

used in World War II.
but--The person who started that fire is undoubtedly an

arsonist. (No comma necessary, since the clause “who
started that fire” is essential to identify the person.)

He therefore gave up the search.

To set off words or phrases in apposition or in contrast.

Mr. Jay, attorney for the plaintiff, asked for a delay.
You vi11 need work, not words.

(10) To separate the clauses of a compound sentence if they are joined
by a simple conjunction such as or, nor, and, or but.

The United States will not be an aggressor, nor will it tolerate
aggression by other countries.

(11) To set off a noun or phrase in direct address.

Mr. President, the motion has carried.

(12) To separate the title of an official and the name of his/her organization

l in the absence of the words of or of the.

Manager, Insurance Branch Chairman, Committee on Appropriations

(13) To separate thousand, millions, etc., in numbers of four or more
d ig i t s .

4,230 50,491 1,000,000

(14) To set off the year when it follows the day of the month in a specific
date within a sentence.

The reported dates of September 11, 1943, to June 12, 1955, were
erroneous.

(15) To separate a city and state.

Cleveland, Ohio Washington, DC
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b. Do not use the comma:

(1) To separate the month and year in a date.

Production for June 1955
On 5 July 1956 ve dedicated the arsenal.

(Military form of date.)

(2) To separate units of numbers in built-up fractions, decimals, page
numbers, serial numbers (except patent numbers), telephone numbers, and street
addresses.

(3)

(4)

(5)

l/2500 Uotor No.  189463
1.9047 639-3201
page 2632 1727-1731 Broad Street
1450 kilocycles, 1100 meters (no comma unless more than

four digits, radio only)

To precede an ampersand (6) or a dash.

Greene, Wilson 6 Co. (except in indexes: Jones, A. Ii., 6 Sons)
There are other factors- time, cost, and transportation--but

quality is the most important.

To separate two nouns one of which indentifies the other.

The booklet “Infant Care” Wilson’s boat The Maria

To separate the name and the number of an organization.

Western Legion Post No. 12

6. DASH. Use’ the dash (two hyphens and no spaces):

a. To mark a sudden break or abrupt change in thought.

Be said--and no one contradicted him--“The
bat t l e  i s  l o s t . ”

If the bill should pass--which Heaven forbid!-
the service vi11 be vrecked.

b. To indicate an interruption or an unfinished word or sentence.

Be said, “Give me l ib-” Q. Did you see--? A. No, sir.
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C. To serve instead of connnas  or parentheses, i f  the meaning is  c lari f ied

by the dash.

These are shore deposits--gravel, sand, and clay--but marine sediments
underlie them.

d. To introduce a final clause that summarizes a series of ideas. (See alsc
paragraph 4a, preceding, for use of the colon.)

. Freedom of speech, freedom of worship, freedom from Want,  freedom
from fear--these are the fundamentals of moral world order.

e. To follow an introductory phrase leading into tvo or more successive lines
and indicating repetition of that phrase.

I recommend-
That we accept the rules
That we publish them

f . To serve instead of a colon when a question mark closes the preceding idea.

How can you explain this?--“Fee paid, $5.”

g* To precede a credit line or signature.

Still achieving, still pursuing,
Learn to labor and to wait.

--Longfellow
This statement is open to question.--Gerald H. Forsythe

7. EXCLAMATION POINT. Use the exclamation point to mark surprise, incredulity,
admiration, appeal, or other strong emotion which may be expressed even in a declarative
or interrogative sentence.

How beautiful! who shouted, “All aboard !”
* “Great !” he exclaimed (question mark omitted)

0 Lord, save Thy people!

8. HYPHEN. Use the hyphen:

a . To connect the elements of certain compound words. (See also
appendix 6 on compound words.)

mother-in-law
ex-governor

sel f -control walkie-talkie
E-bomb quasi-academic

b. To indicate continuation of a vord divided at the end of a line. (See
also appendix 7 on word division.)
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c. To separate the letters of a word which is spelled out for emphasis.

d-o- l -  l -a-r-s

9. PARENTHESES. .

a. Use parentheses:

(1) To set off matter not part of the main statement or not a grammatical
element of the sentence, yet important enough to be included.

Mr. Kelley (to the chairman)
Q* (Continuing.)
A. (Reads : )
The result (see figure 2) is most surprising.

(2) To enclose a parenthetic clause where the interruption is too’great
to be indicated by commas.

You can find it neither in French dictionaries (at any rate,
not in Littre) nor in English dictionaries.

(3) To endlose  an explanatory word that is not part of the statement.

The Erie (PA.) Ledger; but the Ledger of Erie, PA.

(4) To enclose letters or numbers designating items in a series, either
at the beginning of paragraphs or within a paragraph.

You will observe that the sword is (1) old fashioned, (2) still sharp,
- and (3) unusually light for its size.

(5) To enclose a reference at the end of a sentence. Unless the referencew
is a complete sentence, place the period after the parenthesis closing the reference.
If the sentence contains more than one parenthetic reference, the parenthesis closing
the reference at the end of the sentence is placed before the period.

The specimen exhibits both phases (~1. 14, A, B).
The individual cavities show great variation. (See pl. 4.)
This sandstone (see pl. 6) occurs in every county of the

State (see pl.  1).

b. Use a single parenthesis:

At the beginning of each paragraph but only at the close of the last paragraph,
vhen extensive material is enclosed.
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e 10. PERIOD. Use the period:

a. To end a declarative sentence that is not exclamatory and to end an imperative
sentence.

Be works for Johnson 5 Sons, Znc.
Do not be late.

b. To end an indirect question or a question intended as a suggestion and
not requiring an answer.

Tell me how the rocket was launched.
May we hear from you soon*

C. To indicate omission within a sentence” use three periods vithout spaces
between; at the end of a sentence, four. This is called an ellipsis.

He cal led. . .and le ft . . . . He returned the next day.

d. To follow abbreviations unless by usage the period is omitted.

gal. NE. qt. but TVA USDA

NOTE : In abbreviations made up of single letters, no space is allowed
between the period and the following letter except that one space is allowed
after the periods following the initials in a proper name.

l 11. QUESTION MARK. Use the question mark:

a. To indicate a direct query even if not in the form of a question.

Did he do it?
Be did what?
Can the money be raised? is the question.
Who asked, “Why?” (Note single question mark.)

b . To express more than one query in the same sentence.

Can he do it? or you? or anyone?

c. To express doubt.

He said  the  boy was 8(?)  feet  ta l l .

-
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1 2 .  CUOTATION MARKS. ,

a. Use quotation marks:

(1) To enclose  a  direct  quotation.
enclose a quotation within a quotation.

The answer is “No .”

.
7.f 12185

Single quotation marks are used to

“Your order has been received,” ‘they wrote.
He said, “John said ‘No. “’
“John, ” said Henry, “why do you go?”
“The equipment will be forwarded promptly.’

. .

(2) To enclose any matter following the terms entitled, the word, the
term,marked, endorsed, or rigned. Do not use them to enclose expressions following
t h e  term knovn aa, called, m-called, etc., unless such expressions are misnomers
or slang.

Congress passed the act entitled “An Act . . ..‘I
It was signed “John.”
After the word “treaty,” insert a comma.
The so-called investigating body.

(3) To enclose misnomers, slang expressions, nicknames, or ordinary words
used in an arbitrary way.

(4) When  a  quota t i on  o f  l e ss  than  two  l ines  i s  run  in to  the  t ex t .  (A
quotation of more than two lines is blocked five spaces from the left and right
margins of the text and quotation marks are mitted.)

b. Limit quotation marks, if possible, to three sets (double, single, double).

“The question is, in effect, ‘Can a person who obtains his
certificate of naturalization by fraud be considered a
“bona fide” citizen of the United States? “’

C. Place punctuation inside or outside quotation marks a6 follows. Always
type the comma and the final period inside the quotation marks. Other punctuation
mark6 are placed inside if they are a part of the quoted matter.

“The President,” he said, “wil l  veto  the bi l l . ”
The trainman shouted, “All aboard!”
Is this what ve call a “Correspondex”?
“Have you an application form?”
Who asked, “Why?”
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13. SEMICOLON. Use the semicolon:

.a. To separate independent clause6 not joined by a conjunction or joined’ by
a conjunctive.adverb  such as hence, therefore, however, moreover, etc.

The report is not ready today; it may be completed by Friday.
The allotment ha6 been transferred to the’Production  Division;

hence, construction of the partition6 must be delayed.
The Director publicly commended us for our report; however,

he later asked us to rewrite the conclusion.

. b* To separate two or more phrases or clauses with internal punctuation. . .

Robert M. Roman, chairman of the union, will travel in most of southern
Europe; in all of the Near East ; and, in case there is time, along
the northern, western, and southern coasts of Africa.

I f  you want your writ ing to  be worthwhile ,  give i t  unity;  i f  you

want it to be easy to read, give it coherence; and, if you want
it to be interesting, give it emphasis.

Incidents occurred in Seattle, Washington; Denver, Colorado; and
Boise, Idaho.

c. To separate statements that are too closely related in meaning to be written
a6 separate sentences.

No; we receive one-third.
War is destructive; peace, constructive.

d. To precede Word6  or abbreviations which introduce a ,summary or explanation
of what ha6 gone before in the sentence.

A writer should adopt a definite arrangement of material; for example,
arrangement by time sequence, by order of importance, or by subject
classi f ication.

The industry is related to group6 that produce finished goods; i.e.,
electrical machinery and transportation equipment.

NOTE : The semicolon is to be avoided where a comma will suffice.

Par 13
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e APPENDIX 5. NUMERALS
-

. 1. GENERAL. Whether to express a number in figure6 or to ‘spell. it out is often
a troublesome choice. This appendix covers most of the principles needed to make
a choice. It first treats numbers that are spelled out. Then it deals with numbers

I that are expreeeed  in figures, confining the rules to’small numbers, usually those
under a thousand. The third part covers large numbers, some of. which may be written
in text by combining figure6 and words. Further instruction6 as to the accepted
method of writing numerals are found in the Goverment Printing Office Style Manual.
The following suggestion6 offer overall guidance in choosing the best method of
expressing a number.

a. Spell out number6 at the beginning of a sentence. I f  possible ,  do  not
begin sentence with routing symbols as they are alphabetical numerical codes used
primarly f o r  mai l  d i s t r ibut ion . Number6 under 10 are to be’ spelled out except

.vhen expressing time, money, and measurement.

b. Use Arabic numerals rather than Roman numerals.

C. Except in legal documents, avoid repeating in numerals a number which has
been spelled out.

2. NUMBERS SPELLED OUT.

a. Single number6 of less than 10 within a sentence.

six horses five recommendations
three times as large seven machine gun6

b. When 2 or more numbers appear in a sentence and 1 of them is 10 or more,
figure6 are used for each number.

Each of 15 major commodities (9 metal and 6 nonmetal) wa6 in supply.
Each of nine major commodities (five metal and four nonmetal) was in supply.

c. Numbers of less than 100 preceding a compound modifier containing a figure..

two 3’140inch board6 but 120 8-inch boards
twelve 6-inch guns

d. Round number6 and indefinite expressions.

a hundred cows, dollars, men but loo-odd pupils, 2500fold
the early seventies but the 1870’s, not the ‘70’s or 70’s
in the eighties
midsixties hut mid-l 96 1
a thousand and one reasons
less than a million dollar6

a
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e. Numbers used with rerious and dignified subjects and in formal writing.

The Thirteen (,:iginal States
millions for c-:fenee  but not

one cent for tr.ibute,

in the year nineteen hundred
a n d  s i x t y - f i v e

f . Large numbers denoting amounts which are formally spelled out, as in legal
work, are expressed as follows:

one thousand six hundred fifty-two thousand one hundred and
and twenty ninety-f ive

eight thousand and ninety-two nine hundred and seventy-three
eight hundred and eighty-two thousand

g* Fractions standing alone or followed by of a or of au.

one-half inch three-fourths of an inch
one-half of a farm, not l/2 not 3/4 inch or 3/4 of an inch

of a farm but l/2 to 1 314 pages

h. Ordinal numbers leas than 10th. (See also paragraph 3d following.)

First Congress
ninth century

eighth parallel
Second Street
Ninth Avenue

3. NUMBERS EXPRESSED IN FIGURES .

a. Single numbers of 10 or more within a sentence.

50 ballots, guns, horses nearly 10 miles about 40 men

b. Serial numbers. (Commas are not used in serial numbers.)

Bulletin 725 pages 352-357 HE 5-9020 1900 19th Street 290 U.S. 325

C. Quantities, measures, and time.

(1) A g e s .

6 years old 52 years 10 months 6 days a 3-year-old  boy
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(2) ‘Dates. \

June 1959; June 20, 1959
not June, 1959, or
June 20th, 195.9

March 6 to April 15, 1959
not March 6, 1959, to
April 15, 1959

1 5  A p r i l  1 9 6 0  ( m i l i t a r y )  .
4 t h  o f  J u l y , but  Fourth of  July,

meaning the .hol iday
t h e  1 s t  ( d a y )  o f  t h e  m o n t h ,  b a t

t h e  l a s t  o f  A p r i l  o r  t h e  f i r s t
of by, not  referring to  speci f ic
days

FY1984 (without dash) or FY-84--either
is acceptable

(3) D e c i m a l s . Place  a  zero  before  a decimal  where there  i s  no uni t ,
except ,in market quotations. (See paragraph (5) following.) Omit decimal point
and zeros after a number unless the zero is needed to indicate exact measurement.

0.25 inch 1.25 gage height 10.0 approximately 10 feet

(4) Degrees

longitude 77O 08’06”E.
(spaces .omitted)

latitude 49O 26 ’ 16 ’ ‘N .

104O temperature
an angle of 57O
but two degrees of justice

(5) Market quotations.

4  l/2-percent b o n d s
Metropolitan Railroad, 109

Treasury bonds sell at 95
sugar, .03; not 0.03

(6) Mathematical expressions.

‘multiplied by 3 divided by 6

(7) Measurements.

7 meters, yards, miles, acres, bushels, but tenpenny  nail,
f o u r f o l d ,  t h r e e - p l y

2 feet by 1 foot 8 inches by 1 foot 3 inches
8 by 12 inches
20120 vis ion 2,500 horsepower 6-pounder
10 yards 6 acres 1 l/2 mile

(8) Money. (See also paragraphs Pd, preceding, and 4, following.)

$0.75 or 75 cents.
0.5 cent
$3.65

$3 (not $3.00) per  200  pounds
bat $3.00 to $3.65
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(9) Percentages.

23 percent 25.5 percent 0.5 percent or one-half of 1 percent
.5 percentage points SO-50 (colloquiaI  expression)

(10) Propor t i on .

1 to 4 1:62,500 l -3 -5

(11) T i m e .

6 hours 8 minutes 20 seconds half past 4 or 4:30 a.m.
10 years 3 months 29 days 12m. (noon) and12p.m. (midnight)

but four centuries, three 1300 (military time) not 1300
decades hours

10 o’clock or 10 p.m. any one year
not 10 o’clock p.m. or 10:00 p.m. four afternoons

10 p.m, lo:30 p.m.
but 10:00 p.m. to lo:30 p.m.

(12) Unit  modif iers .

5-day week 8-year-old wine 8-hour day IO-foot pole
but a two-story house a five-man board $20 million airfield

d. Ordinal numbers of 10th or more. (See also paragraph 2h, preceding.)

20th century
17th region
the 9th and

10th times

82d Congress
171st Street

20th Congressional District
200th Place
He represented the lst,

4th, and 12th wards

e. Military units are always expressed in figures except at the beginning
of a sentence. (Exception: Corps, which is expressed in Roman numerals.)

Page 4

2d Infantry Division 323d Fighter Wing 5th Fleet
7th Air Force 9th Naval District XII Corps
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a 4 . LARGE NUMBERS. Large numbers are usually expressed in figures; however, numbers
Larger than a mil l ion which end in four or  more zeros may be expressed in text

by combining figures and words. In the. examples.which follow, preference is based
on the ease-with which the number can be grasped in reading.

Amount Expressed in Figures Preferable in Text Accentable  i n  T e x t

299,789,665................ 299,789,665

$1,200,390,180............. $1,200,390,180

$12  mi l l i on . . . . . . . 12 million dollars

$ 1  b i l l i o n . . . . . . . . 1 billion dollars or
one billion dollars ,

3,250,000*................ 3 .25  mi l l i on . . . . . . 3 l/4 million or three and
one-fourth million or three
and one-quarter million

750,000,000*............. 750  mi l l i on . . . . . . . 314 billion or three-fourths
of abillionorthree-quarter6
of  a  bi l l ion

9,000,000  t o 9 million to
1,000,000,000*........... 1  b i l l i o n . . . . . . . nine million to one billion

*Correct for tabular work and for text when used with other numbers ordinarily.
written in figures, as "$12,000,000  and $9,250,600."
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APPENDIX 6. COMPOUND WORDS

1. GENERAL. A compound .word  conveys a unit idea that is not as clearly conveyed
by separate words. The hyphen not only unites but separates the component words,
and thus aids readability and correct pronunciation. In this chapter, basic rules
for compounding are given first and are followed by guides to forming solid compounds
and to hyphenating unit modifiers. Instructions are also given on adding prefixes
and suffixes and on putting together combining forms. Word forms are constantly
changing. The correct form for use in the Government is found in the Government
Printing Office Style Manual. A “Guide to Compounding” follows this appendix.

2. BASIC RULES.

a. Omit the hyphen when words appear in regular order and the omission causes
no confusion in sound or meaning.

banking hours census taker fellow citizen palm oil
blood pressure day laborer living costs patent right
book value eye opener mountain laurel training ship

b. Compound two or more words to express an idea that would not be as clearly
expressed in separate words.

afterglow cupboard employee-year right-of-way
bookkeeping employee-hour newsprint workload

C. In a derivative of a compound, keep the solid or hyphenated form of the
original compound unless otherwise indicated for particular words.

coldbloodedness i l l -advisedly
footnoting outlawry

pra i sewor th iness
railroader

3. SOLID COMPOUNDS.

a. When any, every, no, and aome are combined with body, thing, and where,
type as one word. Type as separate words some one , every one, and similar combinations
which refer to a particular person or thing. To avoid mispronunciation, type no
one as two words at all times.

Par 1

anybody
anyone, but
any one thing
anything

anywhere
everybody
.every thing
everywhere

nobody
no one
nothing
nowhere

somebody
someone
something
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b. Type as one word compound personal pronouns.

herself myself ourse lves yourself
himself o n e s e l f themselves y o u r s e l v e s

CO Type as one word compass directions consisting of two points, but use a
hyphen after the first point when three points are combined.

northeast north-northeast southwest south-southwest

4 . UNIT MODIFIERS.

a. Place a hyphen between words, or abbreviations and words, combined to form
a unit modifier immediately preceding the word modified except as shown in paragraph b
following. This use of the hyphen applies particularly to combinations in which
one element is a present or past participle.

a 4-percent increase Federal-State-local cooperation long-term loan
Baltimore-Washington road guided-missile program lump-sum payment
drought-stricken area large-scale project multiple-purpose

uses
English-speaking nation law-abiding citizen U.S.-owned property

b. Where meaning is clear and readability is not aided, it is not necessary
to use a hyphen to form a temporary or made compound. Restraint should be exercised
in forming unnecessary combinations of words used in normal sequence.

Atomic energy power life insurance company social security pension
civil service examination parcel post delivery soil conservation measures
income tax form real estate tax special delivery mail
land bank load

c. Generally, do not use a hyphen in a two-word unit modifier the first element
of which is an adverb ending in ly; do not use hyphens in a three-word unit modifier
the first two elements of which are adverbs.

eagerly awaited moment but ever-normal granary
heavily laden ship ever-rising flood
unusually well preserved specimen still-new car
very well defined usage still-lingering doubt
very well worth reading well-known lawyer
not too distant future well-kept farm
often heard phrase

d. Proper nouns used as unit modifiers, either in their basic or derived forms,
retain their original form but the hyphen is printed when combining forms.

United States laws Red Cross nurse Swedish-American descent
Latin American countries Winston-Salem regional Xinneapolis-St.  Paul region

off ice
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i. Do not confuse a modifier with the word it modifies.

gallant serviceman well-trained schoolteacher American flagship
average taxpayer .wooden-shoe maker hut American-f lag ship
but income-tax payer tomato-canning factory

f . Retain the hyphen where two or more hyphenated compounds have a coOPmon
basic element and this element is omitted in all but the last term.

8- ,. l.C-, and 16-foot boards moss- and ivy-covered walls
2- by 4-inch boards but 2 to 4 inches mot moss and ivy-covered walls

wide

88 Do not use a hyphen in a foreign phrase used as a unit modifier.

en route student per capita tax prima facie evidence
ex officio member per diem employee

h. Do not use a hyphen in a unit, modifier which contains a letter or a number
as its second element.

article 3 provisions
ward D patients

grade A eggs point 4 program
strontium 90 effects

.
1. Do not use a hyphen in a unit modifier within quotation marks unless the

modifier is usually a hyphenated term.

“blue sky” law “good neighbor” policy “t ie- in”  sale

5. PREFIXES. SUFFIXES. AND COMBINING FORMS.

a . Type compounds which contain prefixes or suffixes as one word without a
hyphen except as showu in paragraphs b, c, and d following. Use a hyphen to avoid
doubling a vowel or tripling a consonant, except after the prefixes co, de, pre,
pro, and re.

agencywide deemphasis nationwide semiofficial
antedate extracurricular northward shel l - l ike
anti - inf lat ion homestead of fset thimble-eye
biweekly Inverness-shire preexisting twofold
brass-smith micro-organisms reenact . ultra-atomic
cooperation misstate semi-independent

b. Use a hyphen to avoid confusion.

anti-hog-cholera serum non-civil-service position re-treat (treat again)
.co-op re-sort (sort again) un-ionized
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c. Type with a hyphen the prefixes ex, #elf, and quad.

ex-guvernor sel f -control quasi-argument
ex-serviceman self-educated quhsi-corporation
ex-trader quasi-academic q u a s i -  j u d i c i a l  ..

d. Use a hyphen to join a prefix to a capitalized word,  unless usage is otherwise.

ant i-Arab
pro-British
un-American
non-FAA

but nongovernmental
overanglicize
transatlantic

. .

6. -RICAL COMPOUNDS.

a . Type a hyphen between the elements of compound numbers from twenty-one
to ninety-nine and in adjective compounds with a numerical first element.

‘I-hour day 3-week vacation
6-footer 24-inch ruler
lo-minute delay twenty-one

but one hundred and twenty-one
loo-odd
foursome

b. Type a hyphen between the elements of a fraction, but omit it between the
numerator and the denominator when the hyphen appears in either or in both.

one-thousandth
three-fourths of

an inch

twenty-one thirty-seconds
twenty-three thirtieths

two one-thousandths
two-thirds

7. IMPROVISED COMPOUNDS.

a. Use a hyphen between the elements of an improvised compound serving as
. an adjective or a noun.

how-to-be-beautiful course
know-how
know-it-all

let-George-do-it attitude
stick-in-the-mud

b. When the noun form is printed in separate words , always hyphenate the cor-
responding verb form.

blue-pencil cold-shoulder cross-brace

Page 4
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8. COMPOUND WORDS PECULIAR TO TEE m.

The space that follows is provided for any compound words used by your facility.

n
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9 .  GUIDE. The Government Printing Office Style Manual outlines
the rules for compqunding in Government correspondence. The followior is extracted
from Chapter 7 of that’ manual. The abbreviation8 adv. (adverb) , ’  uD (noun),  w.
( v e r b ) ,  uD-. (unit modifier), pref. (prefix), c.f. (combining fo:::),  and conj.
(conjunction) indicate function. Words printed flueh are dombined t I th the word8
w h i c h  f o l l o w  t o  f o r m  s o l i d  o r  h y p h e n a t e d  c o m p o u n d s ;  a ’  s p a c e m a r k  (ii; i n d i c a t e s  a
two-word form (note that two-word forms in the adjective position use a hyphen
except as laid down in rules 6.16, 6.21, and 6.24 of the Government Printing Office
Style Manual).

A
BWr) (n.)

-z!zP=)

2:
-frame
-pole

8

k?‘““’ etc.
while (adv.1

&domino  (c.f.)
all one word

able
-bodied (u.m.)
-minded (u.m.1

about-face
8bOW

cited (u.m.1
deck

-found (u.m.1
-given (u.m.1
ground (urn.1

-mentioned
(u.m.)

-named (u.m.)
aid (u.m.1
-water (u.m.1
-written (u.m.1

abeentminded
acehigh  (u.m.1
acid

fast
-treat (v.1
work8

ack-ack
UrC

-foot
-inch

betin0 (c.f.1
all one word

uldle
brain

tdd$ $7 1

all oni Ad
Yro (l2.f.)
&tie
‘restonewrd
LfOW

all one word
?dw&yican

all 0rU wni
rgar-agar
we

1eeEI
long

old (u.m.1
stricken (u.m.)
-weary (u.m.1

we
-faced (u.m.)
-plagued (u.m.)
aore (u.m.)

ud&+camp
tir

EiF
blast

&k&cl  (u.m.1

Eit
burst
-go

-clear (u.m.)

A

conch
“;tlly (all

cool (v.)
-cooled (urn.1
CDWW

-ZZ L.m.1
* a.m.)

drc:
dw

~~“*m** v*)

-kti (u*m.)
foil

4oafocl  (u.m.)

freight
gap
alow
hammer
head
bole
hoee .
lane
lift

L line (line for
air)

line (aviation)
fi!F

!z?
mark (v.)
marker

%%d
perk
peth
photo

port (all
I
along

mesniugs) s h i p

-clear tn., urn.1

rho+
sleeve

-fmd (u.m.1

8hiP
rick

-flotation

slaked (u.m.1
6pe=J
8pecd

(mining)

stream

-inclwive  (u.m.1

&trike
8triD

#: timi (radio and
TV)

wave
dder-leaved

(u.m.)
tie

-~~FX.rn.I

rlkali # land
LIl
-abeorbing (u.m.)
-aged (u.m.)
-American

shore

ampere

side
alpen

-foot

glow
rtack

alpha

-hour

CellulCxK
-iron

meter

-naphthol
algmn tn..  urn.1

-mincn

cumulue
relievo
8tmtl.U

amher
clear (u.m.)
colored (u.m.1
-tipped (u.m.)

ambi (c.f.)
all one word

amidships
amino
t acid

PboPmmf.;N

mark (printing) el?cctrrti
Out (u.m.) l mDhi kref.)

rpice all one word
star (u.m.) anchor

LIIO (c.f.) hold
all one wd

hagiver
#light

plate
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urel
cake

eyed (u.m.)

-k?  (u-m.).
angio k.f.1

all one wrd
8ngle

h o o k
meter

An~7~c.f.)
-American, etc.

bone
deep (u.m.)
jack

. UIt
eater
hill

ante  (pref.1
# bellum, etc.

Christian, etc.
#mortem

mortem
(nonliteral)

mt one wnf
antero  (c.f.f

all one wtd
l nthra (c.f.)

all one word
l nthropo (cf.)

all one wrd
anti (p?f.)

-Amyall,  etc.

Bflat
baby

face tn.)
ait (v.)

baCk
ache
band
bite (v.)
b o n e
breaker
-P
Ch&
charge

country (u.m.1
cmea
date
down (n.. u.m.1

Ef

;-

flap
flash
flow

-EE2’
. E;d”d

haul
-Lt., u.m.)

li8t  (v.)

Ber

-&holer8
(u.m.1

-icer, -imperial,
-inflation, etc.

-mi88ilemi8aile
(u.m.)

mimile,
personnel,
trust,  etc.

&V#l$d$tC

rntro  k.f.1
all one wd

knril
-faced (u.m.1
-headed (u.m.)
w

how
one

#one (one thing
or one of 8
group)

place (adv.)
I&to  tc.r.1

all one word
rpo (pref.)

all one wni
wale

c u t
jsck
juice
eaUCe

scented  (u.m.)
ipril-fool  (v.)
W’38

culture
lung
marine

packer (n.)
paddle (v.)
PeY

gi$

lwt
road
run
MW
8catter
8et
lhih
rlide
W-3
8pin
8preAd
8tdlff

8uY
rtitch
hP
8traD

eithter
rtretch  tn.)

t$iebwkl

swath (v.)
8wept

ii%?
talk

meter
puncture
tint
tone

quo (Cf.)
-ion
nwt one word

UC
Over tn., u.m.)
-weld (v.)

enemy
-PrDteeJtant

veheo  (c.f.1
all one wrd

wchi (plrf.1
all one woni

wcho k.f.)
all one wrd

uw (c.f.1
all one wild

uirto  (l2.f.)
all ok ulord

uithmo k.f.)
all one word

unl

it2
chair

Pi
pit

%t”
rest

ahaped (u.m.1

B

tender
tenter

-titrste  (Y.)
track (v.1
trail
up (n., u.m.1
Wall
wash

b8cker
d o w n
off

biip
cheeked

(ILID.)

-K&d (u.m.1
bag&e*rwm
bailout (n., u.m.1
bake

pan
ltwe

b8id
faced
head tn.1
pa*

ball
- l i k e
.park

(nonliteral)
#park (literal)

player
point (n., u.m.1
mtwk

ballot It box

umor
<lad (u.m.)
-piercing (u.m.1
p18b

-plated (u.m.)
brm’e-length

hI.m.) .
IWOW

head :
-1uved  (u.m.1
p18tc

ahaped  (u.m.1
8hot

-toothed (u.m.)
men0 (c.f.1

all one wd
utcolored  (u.m.1
ulerio (c.f.)

all one wrd
rrthro k.f.1

all one wtd
ube8t4w
covered  (u.m.)
-packed (u.m.)

uh
bin

Zxed (u.m.)
ifree  (u.m.1
-gray (u.m.1

$i
pit
iray

lsrembly
#line
#room
I8tro  (c.f.1

all one wd

b8nd
cutter
MW
8tand

-23 (u.m.)

-legged (u.m.)
knup (n.. u.m.)

note
ride (rrtream)

kErnweight
Do8t
tender

-wound (u.m.)
bare

armed (u.m.)
hack
bone
f a c e d
fwt

.handed
kkd
necked
worn

bareeladen  (u.m.1
badi

cutter
P-1

-tanned (u.m.)

te
jl
M.omey#  8t x 18W
rudio

frequency
Brm
meter

‘we
vi8Ual

ruri tc.r.1
-iodide
lwt one word

authorship
rut0  k.f.1
objective
observation

ophthalmoecope
mstolMwni

IIWC

I

-bound (u.m.1
-filled  (u.m.).
-impired  (u.m.)
&me

Ix

T&‘ih  (u.m.1

head
shaped (u.m.)

uletree
Ix0 (c.fJ

all one wni
I20 k.f.1
orange
archi
omeilline
lest  one wld

1:

I I

b

b

1uley
corn

t E%
lamstormer
barrel

head
-roll (v.)
shaped (u.m.)

IMC

$&Rt

F line buweying)
-minded (u.m.1

vui k.f.)
all one wnd

ureketbnll
-relief
#t

blind
eyed (u.m.)
fowl
wing

bath
mat
robe
tub

matswing (cloth)
wtterc&e
battle

L
- f a l l e n  (u.m.1
front
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hound .
off tn., u.m.)

bei
-out

- bzy
-bbdt;cj)

. .

kd -
chair
ch@xnkr
clotheo
card

-ZEt (u.m.1

tiW
bee

bread
arrter
k r d

Ekut
bill

e&m Eie

-kz (“*mJ &?’

is
potcr

.z 8tickr
bilkt

beetle

-kzP  (u.mJ
da

ki!zk
z!!*@. .

+er8tion

fi (umm.)
’ amaia

mt one wnd
-mentioned

hLm.) Eihhk
-led km.) kth.
ii?-

bander

tEiid OnLmJ
3
c8tcher

erovmed  (u.m.)
br

-eyed  (u.m.1

hop -i-i-?  (u-mJ
mouthed

CXir
kT
mouthed

kelly
ack z

Er
watcher

bird.8
button

fz:i-m-)
~Z (literal) tn.1

&maim
-nwt (n..  u.m.,

v.)
birth

driven (u.m.)
E
mark

fellow
-~~y~~y.rn.)

Pl-
a@t

mark ’ * biscl;i%?d
(nonliteral) blrmuio  ic.f.1

#mark

I

all one wd
wn-ueying) bitetack

warmer bitter
lbentwing  tn.,

u.m.1
knzo (c.f.1

all one word
‘krry-brown (u.m.1
Ibat‘
XlllM

wller (a.1
lkta

q&Mxlee

kFwk l

WhilW

ib!ef.)

red one &ml
b i g

~Zk?i’. .
hiii 1
horn (rWD)

4mrl~r(u.m)

- mouthed
name (top rank)

in., u.m.)

cnder

Bwert
-tctngued  (u.m.1

tluk
bell (nonliteral)

-bordered (u.m.1
hP

zi hLmm.)

s

P
I%
mail
mark

-mnrket Wm.,
v.)

-marketeer
-mnrketer

mouthed
out (n..  u.m.1
plate  (printing)

-~FZ&ll.,

I make
I rtrmp (n.)

I bs:
hole

b22tscff)
all nti hod

bleach

blear
v

-eyed tu.m.!
-witted (u.m.1

blephuo  (c.f.1
all one wrd

bk%?,P
blind ’ .

-boFb (v.1

-i-z? hLmJ
-loaded (u.m.1

#lUM

zh

blszyed (u.m.)

b1i7zY@
blitz . ’

2g
block

ET
hole (v.1
rhip

blood
-alalhhoI  (u.m.1

beat
curdling

drenched (u.m.)
-giving (u.m.1

r
ilty

- ot (u.m.1
hound
letting
mobile
-* (u.m.)

iii
rhot
rpiller
w@t
8th
8tack
atream
rucker
thirsty

-wnrm  (u.m.1
bloody
+lo& (z;“.’

blouo&  ’
-bordered (u.m.1
-laden (u.m.1

blow
k c k
by (n., u.m.)

Z (n., u.m.1

I
Ed tn.)
hole

iron
1eJnP
off tn., u.m.1
out (n.,  u.m.1
Pipe
8 my
tIrough (u.m.1

kzh
up tn.. u.m.1

blue
-annealed (u.m.1

zri (n*)
bonnet
bottle
cut (n.)

-eyed (u.m.1
grus

-gray (u.m.1

IF=
n (u.m.1

- ot (u.m.1
W
jacket

-;Ezi1  (v.1
point (oyster)
print
rt4xking
8truk

(nonli&al)
tongue  (n.1

blunder

kfl
blunt

edged (u.m.1
spoken  (u.m.1

rpear

. lte24J

walk
boa

builder
crew
hook
head
loader
wtter
ride
mvain
wright

bob

El
bog;

pin
aoxer

MY
benrer

El2
- c e n t e r e d

(u.m.1
guard

-mind
Pl8te

bog
eyed (u.m.1
trot (v.)

boil
doioT y$n.)

out cn:. iah

0

. a
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b”bf;out
plate
worka

ki!?” houaa
face  (printing)

sdrited  (u.m.)
kit

cutter
head
hole
*kd (u.m.)
a&Ice

bomb

z-i’
ahell

S!%ver
-throwing (u.m.)

bondakve
bone

ache
black
breaker
-b4ccj)

. .
+ater

-E (u-mJ
lace
meal
tat
shaker

-white (u.m.)
boob~rnp

boogmwoogie
book

binder

Eer
fair

-::d(“-m’)
-learned (u.m.1
-lined (u.m.1
list
lore
lover
mark
mobile
plate
reck
rest
mle
oeller
ahelf
stack
atall
atarn
rtan cr
atitch

stitching (u.m.)
- t a u g h t  (u.m.)
w+ght

boom
-ended Wm.)
town
truck

ettYdwliw

F!zk
’ ck
race

atraP
lore

hole
ode
tight

maom
d e e p  (u.m.)
-folded (u.m.)
-making (u.m.)

n3ttie

-E2”*’
-noeed  (u.m.)

lottom  #land

1 ed
7-net ed (u.m.)

pin
ahot
l prit
rtave
atring
wow

tox

EL1
k.;k(Printing)

toxer
off
-LID

t&hi0 (c.f.)
all one wd

trrrchy  (c.f.)
all one word

twin

%ld
cracked (u.m.)
fes
pan
tick

spun (u.m.1
atorm

-tired (u.m.)
wash

t-kc

ET
meter
ahoe

trandnew (u.m.1
trandy
-burnt  (u.m.)
wine

tr8M
armed h.ln.)
-bold (u.m.)
smith
worke

wave
-looking Wm.)
-minded (u.m.)

Drxxen
--browed (u.m.)

face
bread

baaket

crumb

fruit
liner
Pkk
seller
BtUff
winner

red6
nway  tn., u.m.)

&k (n urn.)
bone tf;&)
down (n., u.m.1

even (u.m.)
fast

:2:“”
-;A., u.m.1

off tn.. u.m.1
out (n., u.m.1
point
ty,“: (n.,

. .
up (n., u.m.1
wind

rwker

:ii-
-up
nut
band

-2% (“*mJ
mark

;&a?
;:;”

roDe
reaih
-blown (u.m.)
-tainted (u.m.)
taking

sreech
block
cloth
loader

-tzting  (u.m.1

pin
Plug
tight

breeze
-borne (u.m.1
-lift4  (u.m.)
swept (u.m.)

Irate
-free (u.m.1
giver
taker

bric-a-brac
wick

bat
-built (u.m.)
colored tu.m.)
kiln

fit%
mason

-red (u.m.1
retter

I ttride
bed

t

IaCe
maiden
atake

tridge

E!ier
pot
tn?e

triefcaae
tright
-colored  (u.m.)
-eyed (u.m.)

trillixnt
cut (u.m.)

tr22-)
hl.m.)

tringer-up
mirtle

1
cone (u.m.1

-pointed  (u.m.1
,Nul

Ben?
ax
band (radio) (n..

u.m.)
-beamed  (u.m.1
brim
CafJt
cloth
head
leaf (n.1

-leaved (u.m.)
loom
minded

-mouthed (u.m.1
rhare tn., v.)
rheet  (n.)
ride
rword
wife
woven

woken
down (u.m.)
-legged (u.m.)
-mouthed (u.m.)

Dromo (c.f.1
all one wd

Dronchio  (c.f.)
all one word

broncho  (c.f.i
all one wd

I

!’

bronze
-clad (u.m.1
*overed  (u.m.1
-red tu.m.1

broom
-leaved (u.m.1
mn&ing  (u.m.1

brother
-ger?rm

I
, hood
I -in-law
t brow
, beat
1 point
I 9-t

zi
chfunkr
CUP

b

b

1

b

b

b

b

b

b

:

t

)rown
back

cyad (u.m.)
out tn., u.m.)
orint.

lrurh
ball

t holder
off (n.. u.m.1-treat  iv.,

‘rueher
o f f
-up
luck
e y e

-eyed (G.m.1
horn
hound

$z’
pot
WW
ahot
akinned
&ll
BUY
atove
taotll
wagon
w-h

lucketshaped
(u.m.)

IUff
-tip

$d
(u.m.1

-ye1 ow (u.m.1
‘W

Er
e

-r
ed (u.m.)

IUZ dup (n., u.m.)
Wilt  -
-in (u.m.1
-up (u.m.1

~lt+t.ee  (u.m.)
llllbo  (c.f.1
all one wml

tulk
head

-pile (v.)
weigh (v.1

MI11
baiting

:ze
- f a c e d  tu.m.1
fight
frog
heed

-mouthed
(u.m.)

neck

;ir
ring
toed

- v o i c e d  (u.m.)
whack
whio

bullethead
tull’r
we

(nonliteral)
-foot

tumble
bee
foot
kite

P a g e  9
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bung
hole
atut

bum
- in  tn., u.m.1
out tn.. u.m.1
Up tn., km.1

ttzgrfler  tu.m.)

burnt
-out tu.m.1
-up (u.m.1

bur

C
*hamau‘-tube

ab
Err

#owner
rtand

cab ehead
%cab&c ;rj (u.m.1

all ok wd

zrb”

Ez
4ater
mixer

-mixing (u.m.1

!tik
alci tc.f.1

all one wd

zkweld @-)
back (n., u.m.1
down (n., u.m.j
-Fz, u.m.1

*ff tn., u.m.1
out tn., u.m.1

aver (n..  u.m.)
up (n..  u.m.)

camshaft
camel

back  (rubber)
ztey (u.m.1

-faced (u.m.1
camel’ahair (u.m.’
-P

rue
sd

M
-pper
not

canalaide
andle

bomb
-foot
-hour
pr

-meter

l zz? (u-m*)atickwick

wright
mdyatick
sne

-ks: tu-m.)
crusher
cutter

rnker
caten  (u.m.)
-mouthed (u.m.1

annonball
SllVM-WVttld

(u.m.1

?iaah (v.)
nut

zrz

~bun
break
builder
faN!

RF=
lot

-mile

pod
tick
w-h

ubo (c.f.1
all one wd

!arbol  (c.f.)
all one ward

rrcino  (c.f.1
all one wd

rrd

-Ex (u.m.,  v.)
plwr
l krrt

c

t

e

c

1

c

c

c

ato&
rrdio (c.f.)
-aortic
mtomwtd

an?

-iEn (u.m.)
taker

-tired (u.m.1
wvm

upct
ZE;

-cleaning (u.m.)
covered (u.m.)
fitter
layer

kz
fwhter

-tzzru.m*)
-headed (u.m.)
-leaguer
rpnecr
whacker
wife

~uatup  (n., u.m.1

buoy

-k&td (u.m.1

Wt
-joint tv.1
MW

atra
-we1 (v.1B

Mter
bell

colored (u.m.1
fat

C

rmooth  (u.m.1
sweeping (u.m.1
weaver

rest  one wld

T:Y. .
urot

?;dA (“.m’)
(nonliter&

juice
top tnonliteral)

ury
zlZ;du...)

u.m.1 *’
back (i., u.m.)
forward tn.)

c

c

c

e

a

u

C
C
C

c

Q

C

-in tn., u.m.)
out tn., u.m.)

art
wheel koin)
whip
wright

ate

2s;
hammer

kiden
mated

seer-in
aah-flow
mat
away tn.,  u.m.1
back tn., u.m.1

-b (u.m.1
#0 tn.. u.m.1

out &, u.m.1
-ridden (u-m.)
-weld (v.1

s
Qut
&lebuilder

(nonliteral)
mt
b u k

oall
*yed (u.m.)

k-i?  (IL)
footed

zn
milk
mouth

n u t

-g (u:m.)

smooth (u.m.1
wife

-yellow (u.m.1
Wton
eared tu.m.)
-headed  (u.m.1

ctl
hole

-ion
MP
niP

-0’.lliDhtilt
atitch
Wdk

catch
all tn.. u.m.1
etiha

(u.m.1
cry

&p tn., u.m.1

zlh’
mtcr

comer
wauling

mt’r
*ye (nonliteral)
-paw (nonliteral

rttle
*bad

feed
-raiaiog  (u.m.1
Yak

ruliflower
eared (u.m.1

IWrW
cave

dweller
dwelling (u.m.)

# fmh
-in tn., u.m 1

cctaadire  (n.,
u.m.)

radarcolored
(u.m.)

celi (c.f.1
all one word

celio (c.f.1
all one wd

cement
covered  tu.m.1

-Egr (v.)
,naua-taking

(u.m.)
renter
#field taporb)

head (printing)
m a t

-second
anti tc.f.)

all 0~ wml
wttimeter~

mnd

7/12/85

E
hook
mold

g=Ph-

-and-by

k-way tn.,
u.m.1

-yo~$.ave  tn.,

mi0r;c  Wd

centri  tc.f.1
allonewni _

nntm  (cf.1
allontwd

nphdo  (cf.1
all ont wd ’

nmto (c.f.1
all one wrd

?i%zcS)
lwt one wrd

srvic!o k.f.1
4ccipiW
orbicular
mt one wld

Feat
$y

!h%utter
:hein
dtibehn  (u.m.1

their
faat
mender
pemn

shaped hl.m.)
wanner

:hdk
cutter

-white (u.m.1
,hapfallcn
;p$kOW

!zer
pit

%3
off (n., u.m.)
out (n., u.m.1

;P2ygk
:hec Ii=

bite
hook

-in (n.,  u.m.1
list
mark
nut
off tn., u.m.1
out tn., sm.1

F= tnJ
rack
til
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zt
atreP
rtriae
up tn., urn.)

. waaher
weigher

checker

3f
ezk

bone
atreP

cheerleader
dweae

burger

3

cutter
heed
bP

giz
chemico tc.f.1

all one wnd
chemo (c.f.1

all ont wrd
cherry

-colored (u.m.1
atone

(nonliteral)
#atone (literalj
eheatnut

-colored (u.m.1
-red (u.m.1

chicken
bill

-billed tu.m.1
#breast

breasted

Ei*

rs
chief
X justice

-jUticmhip
tlllh2
child

pptF
birth-t3
$gf

-minded (u.m.1
ridden
yife

d&ttenat (u.m.,  v.)

-!ZL (u.m.1
chin
cloth
cough

-high (u.m.1
mat
rtra0

china a
-blue (u.m.1

tahop
chiMtinvn
chipmunk

chin, (c.f.1
allonewrd

Chiwl
-cut tu.m.)

#~~“-m*~
chitchat
chittcrehattu
CMON (cf.1

all one wni
chock

ablock
-full (u.m.1

chocolate
-brown tu.m.1
adad tu.m.1

#maker

izz””

Zip
out tn., u.m.1
point

ch%% f 1
all or;C’wni

chondro (c.f.1
-IAn
rut one ul0n.l

chop
cho
ttiCe

chowchow
Christ
*ven  (u.m.1
-krspired (u.m.)

chrome tc.f.1
all one wrd

chrono (c.f.1
all one wtd

chuck
hole
Plate

&kh;Fgijc

churchgoer
chum

%F (u-m-)
cku

cutter
l kpsd (u.m.1

CigU&
#holder
#maker

in* (“*mJ. .
all one wnf

circum (pref.)
uctic. uacific.

cirro (c.f.1
all one wd

“i8JW-e;’

a antictp
-tram (u.m.)
?m?t  one WKl

clampdorm (n..
u.m.1

CbP
net

‘“Kcleap  ook
clameonaciou8

(u.m.1
ckw

-sm.m.j

hatchet
-tied (u.m.)

cb

colored (u.m.1

$r
work8

ClcCm

lT2lcu.m.)
out tn., u.m.1

ekved (u.m.1
smelling (u.m.1
up (n., u.m.1

ckar
cole

-cut tu.m.1
cut (fore&~)

(n., v.)
eyed (u.m.1
alnhted (u.m.1
up b., u.m.1
a

cleft
z$tJ’;em.)

cliff .
dweller

dwelling (u.m.1
haneer
aide
toP

-worn  (u.m.1
cl+nbpa+
;k;:fs  (u.m.)

clinker-built
(u.m.1

dip

i&l (u.m.1

clip r-built (u.m.1
cloa&nddagger

(n., u.m.1
clock

woe
face

-minded (u.m.1
setter
w a t c h e r

Clod
head
hopping
Pa&

close
brul

connacted  (u.m.)

ZZu.m.1

dorqn.  tn.1

-i-tizzF  &-)
handed

-knit
minded.
mouthed
out (n., u.m.)
up (Ii.,  um.)

!lOtd
-circuit  (u.m.1

IhhO
doth$$A

rloth$ * .

Fi&;t

hone

E=
:I5

Et

-Widen (u.m.)
lover
bloom

!z
tick

lub
foot

kP
mobile
ridden

*Z&d (u.m.1
0 (pref.1
*P
exist,  opehte,

etc.
mtoncwlKi~

o u h
-end-four
builder
whip

Ml

kg

-kk2.m.)

dealer
digger
-toi (u.m.1

-laden (u.m.1
1 loader
pit
rake
tack batrvn.

only)
ahed
ahip

midectat
!zr
tailed

ob
head
meal
ahed

pit
l pur
l ure

-hiled (u.m.)
up (II.,  u.m.1

ncklaahall

p’*
p i t c h i n g 8  -
amuk

lOflee
bmak
ake

colored (u.m.1

T3. .
I;“’0 edam

offin-headed
(u.m.1

oqwheel
OUtOWdtd

(Cm.)
old

blooded
4liael  (v.1

$%w (v.)
finch

avw (v.)
-forge (v.1
frame

:E:Z)
(u.m.1

pack
-preeo  (v.1
-roll (v.1
-rolled (u.m.1
short (u.m.1
ahortnw
shoulder  (v.)
type (printing)

-work (v.)

rlaw
oli (c.f.)
all one wni

olkr

010  (c.f.1
all one wfd

olor

!Kf
ri2h-
-free (Il.&
1 line
ty$Printing)

-waalA  (u.m.)
ombtoothed

(urn.1
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8ame
elong bol)
b8ck  tn.,  L.m.l

-kletwmn  (a.)
down (n.1
df (a., u.m.)

- an (a., u.m.1
alt (a.1

ca2Zik
COllUMtUkT#in

#Chi8f
common
Pl-

#cwnm  (n.)

s hLmJ
wa8kh

wmpurionrhip
cant

. z=f-m.)
conferrnatroom

tic-
eantm (pref.1
e
*m-h
-ion
mt one wrd

cook
off (a., u.m.)
out tn.,  u.m.)
hack

-pcd
-in hA.m.)
-up MXL)

-P
#out (v.)

out tn.1
-Ppcr

-bottomed (u.m.1
colored (u.m.)
head

-heeded (u.m.1

dak
fitter

C0I-d
-beaded (u.m.1
-red (u.m.1

COTIt
-lined (u.m.1
8cn?w

corn
bin
bread
cake
cob
cracker
crib
cnuhcr
cutter
dodger

-fed (u.m.)

oipanemb8r.
lorto  (c.f.1
aNonewd

otton
-clad  (u.m.1anred (urn.)
qrowing hLm.)rmiu
mouth (an&e)
packer

22
ountdown  tn.,

u.m.1
ounttr
rchack  (bu&ing)
be unl
2
act8

PWJW=4
etc.

Q) combining
f&2 M

ountry
pz g.:;

folk * ’
people
ride

!OUrt

->

ourin

-in-law
rover

El
ride
up tn.. u.m.)

!ow

ET
utcher

eyed (u.m.1
8tc

Lnd
herd
h jdc

kEh
mth

E
puncher
rhed

mb
cake
catcher
eater

ki
me8t
rtick

,
mek
down (n..  u.m.1
j8wa

-Fi%$p tn., .

up in.; u.m.1
ruik
rice

rz (cf.1
ailonewd

rank

Zen (&I
pin

rwlup  tn.,  u.m.1
m
bone
cat

mam
cake

colored (u.m.j
md;wwtkn&

bed

+!
mourn

xzftn#  chine

mW
cut
memkr

ribW8p
rime
fwhter
W8Vt

Mcms
rook
all one wni

-foot  (IL)
;*;;gj

-toothed iu.hl.)
mP
-bovnd (u.m.1

-iis hLmJ
-yur
m88
Jppe(ll

Ed

km
barer
bedded
belt
bench

-bidding
bill (bird)

t bill (legal)

E-f
bond
bona

kid
-bridge (v.)

zk?’ hmm.’dainl
ampound  (v.1
connect (v.1
-country (urn.)
altinte (v.1
cument.

Yr-ti)

ZL (v.1
drain (v.1

-immunity
-index (u.m.1
-irlterropatc  (v.)
-inte~atory
-invite (VJ
btd

.tz% (v.,
-1icenme  (v.1

EC-)
lota
mark
member
m&h
Pfi
plow (v.)

-pollinate (v.1
-puqq88  tn.)

q310n
-reaction
-refer (v.1
-reference
road
row

-88tiw
rh8ft
glide

&rile
&itch
etone
atratification
l ue (v.1
*urge (v.1
talk
tie
town
track
trail

m
under (n.. km.)

-VW!Wdk
GJ

mvwhit
xt
crOr.8

-foot (nonliteral)
-nat  (nonlited

-Yrw
-c+r (u.m.1

ziLizi!~~l
cubbyhole
cumulo  k.f.1

allonewod
CUP

be8mr

;=r”

curb
ride
8toner

cud1 tn.,  u.m.1
--b

E (n.1
curcomb
cu88word
CU8tarn

-built (u.m.1
-mnde  (u.m.1
-hilo* (u.m.1

cut
aw8y (n.. u.m.)
back in.. u.m.1
em-m (n., u.m.1
off (n., u.m.1
out (n., urn.1
mte (u.m.1
thnmt

-bothed (u.m.1
-under (u.m.1

I

-up tn., u.m.1
cutter

-built (u-m.)

off
out
igged  (u.m.1
-up

cuttlebone
cyulo k.f.1

all one wad
cyclecar
ey~;&f.f.)

mtonewld
Cy8tO  k.f.1

all one wrd
eyul k.f.1

all one wd
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Appendix 6

D

. D+w:ayWV
-f8d (u.m.1
- m a d e  (u.m.1

WP
Pmofine

ataid (u.m.1
dy%joff  tn.,

dmulkh8il
dmger#line

I tip dir ( ref.)
a l  onewniP

dirh
cloth

!tik
rrg
washer
wiper

disk

u.m.)
dock

-P

day

G

do%f,
all o&d

dogiraos

mt one word
double

-barrel  tn.. u.m.1
-bbty$d  (u.m.1

-brtaa&$~~m.)
c
chcc (n.: v.)Y
checked (u.m.,

v.)
chinned  (u.m.)
cram

(nonliteral)
deal (v.1

deckcr
distilled (u.m.1
duty (u.m.1
dye (v.)
zdg (u.m.)

entendre
handed

-hended  (u.m.1
header

$%tu.m.)
q$k &UIL)

tone (printing)
tree

-trouble
-up (u.m., v.)

#work
mdoufh

+olorcd (urn.)
f8Ce

-faad (u.m.)
’ head

mixer
nut

down
beat
by
CMt
check
-t .
come

covered (u.m.)
crier

-htzr  (u.m.1

“ki!
m e l t

E
-roMt (v.,
weight (n., u.m.1

deaf
-mute
-muten-

de
blow

%dui  (u.m.1
doom (v.1

#house
atruck  (u.m.1
trap
watch

-weary  hl.m.,
de&hand

d2Lted  (u.m.)
cut (u.m.1
-felt (u.m.)

-ied (u.m.1

di ( ref.1
a loncwdP

di8 ( ref.1
a l  onewrdP

diamond

all (n.,  u.m.)
devil

du”Ly
wed 0i.m.)

oxide
mt one wld

dice
CUP
PhY

die

T?zr (".mJ

22 (u.m.,  v.)
caner

(rionliteral)
rkinned (u.m.1

d u h
PlStc
wheel

data
#bank
#babe
dBte

lined
mark

da:nhter-in-law

zzz8Prn’)
&Y

it?

-E$t (u.m.)

tszn
-fly (aviation) (v
-flying (u.m.)

I h& kz j v.) I -cut (urn.,  v.)
. . cutter I isg&@

l!iE.::;“”
moot
mouthed

-rooted (u.m.)
zezjrn.)

. .

pm (n., u.m.) 8ide

#proof (philately)
dog

bite
tn.)

mtbtr
-Fbieu.m.)

rinker cart

z%T (“*mJ
catcher
dr8wn (u.m.1

ant (u.m.1
-void (u.m.)

deer
drive tn.)
eyed tu.m.)

.) food
herd
horn
hound
mt?st
z!!!

de:
I
]d;z 122

demi (pref.)
Christian.  etc.
-incognitos
ml one wrd

dermato  (c.f.)
all one wrd

dert-bred  (u.m.)
desk # room
demertawon
dtutero  ic.f.1

all one wd
devil

devil

I die4
driven (u.m.)
elfstric (u.m.1

fipall’
$hted (u.m.1

out (n., u.m.1
dinerout
ding

!zg
din&#  room
dinitro  4c.f.)
* 8PrrrY

mt one word
dip

dye (v.1

-cTd (u-mJ
dick

c8r (v.)
awed (u.m.1
face (eoldier)

-kY (u-m.)
;@$t

h&d (u.m.)

leg
#owner

mce

lit

!zPm-)
ride

-228 (u.m.)
de (preP.)

air
icer

-ion
centmlixe.

energize, etc.
mt one wrd

dead

I rhore
818d
-tired (u.m.1
tooth

-toothed (u.m.1
trick
trot

watch
-weary (u.m.)

doll

-Ed (u.m.)
iz;i;yd

back
zst;Ej)

. .

-alive
beat tn.1

-connected
(u.m.1

-indirect
direction-finding

(u.m.)
dirt

<heap (U.m.)
fast

-incrunted (u.m.)
pi&?

dirty
-faced (u.m.)
-mind4  (u.m.1

*work

-Et (v.)
cold (u.m.1

%$‘~u.mJ

eve tn.1

I
dog (8 marine)

-in8pired  (u.m.1
-ridden (u.m.) cry~ curved

~ se
draft

e!
fAl1

door

E
CMe
check

&ii

beam
-%I (u.m.1
CiSW

d%!hed  (u.m.1

+I (u.m.1
fall

-iS!ed (u.m.1
-heater
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-Et.. u.m.1
Pip

drop
aw;y tn..  u-m.)

iforge  (v.)
front
hullme;

ksf
&td (a., urn.)

due
-in (n., u.m..).
out tn.,  u.m.1

pptw

out (n.1
-u (urn.)

dulP

Ts(--)
$$a(Lvj)

ikit-
bell

waiter
dump

St

:%Yd
all & wd

dust

2

:i%!h

%lld bmJ

IEy (u.m.1
. en (u.m.1

8ge (aliow8nce)
*WP

exempt (u.m.1

%r
bolt
n8t
QiP
rope

qf

d?d

-in
aat

dzn
-eyed  (u.m.)

2r
cltantr
pit=
pk

dr%
-uch  tn.1

Ek

Em
bench
bolt

Eim$e

fi$rn tn.. u.m.1

twb

ii5
p$y

is?
loom

lock (n.)
look

3h.. u.m.1
out hi, um)
8onde
rtitch

dru
J*dzted (u.m.1
mixer
namer

tireim

-kYd (u-m*’
world

&her
rller

drum
but
fire
head
tick

dads;;:::;

clean
cure (v.)
d o c k

dye (v.1
-farm (v.1

f8EY (n**
lot - -

-pack  (u.m.,  v.)-rotted (u.m.1

c!P
duck

bill
-biif (u.m.1

“is
meter

-mining hm.)
Ph
wind

drill

.E

drip

iit$
-drH$.m., v.)

rtick
drive

8wry tn.. u.m.)

E
-P

8un WV.,
u.m.’

pan
du$%e  (u.m.1
$$iing t houw

mixer
8tUff
work8

dyr  ( ref.)
a l  onewniP

E

rheli
-white (u.m.1

eight

-3” (lLm*)
penny (nail)

-ply (u.m.1

-ZZer .
elbow&air

I
elder
#brother

brotherhood
brotherly

-le8vsd (u.m.)
elect& (c.f.)

optica
48mai8
-ultrafiltration
mt one wd

embryo tc.f.1
all one word

tmW
handed

-loOking
(u.m.)

en
xblanc
*gras
#route

enay ;ezil
P

end
-a&h,  u.m.)

brain
ate

LP

ear
ache

zzp

tip

fall
fMt

-iTi hLm.)

spoken (u.m.)
eavadrop
ebbtide
&F

“:h%
W8P

eel
cake
catcher
fan?
pot
pout
m-r

rbber

YEnUY
litFale

bP
mark
phone

-piercing (u.m
PlW
rine

zzw
WR

Pne
w u
wie
when

earth

E
-bred (u.m.1

mover
nut

uake
% *tii. (u-m-)

48ined (u.m.1

I

wail
cut

ocntml  (u.m.1

.)
low

-match (v.)
m8tcher

-measure (v.)
moot

ahrink (v.1

I
WC

benter  hll
mea&gd

CUP
eater
fruit
h e a d

(noniitcral)
hot tn.)
nag
piannt

-8h8ped  (u.m.1

I WV
l rider-aider

+outhea8t
E88tertide
e-y

Ei3 (n.)
48ing tu.m.1

I on
-UP

tndo (c.f.)
all one wrd

engine
X rhop
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I
tide

I
eyed (u.m.1

ever -f8Ctd (u.m.)

e&iii (c.f.1
all one wd

entry#book

bloom&
-wMt8llt  (u.ti.)
-fertile  (u.m.)

l nvilopc
#holder
Xnmker

. .

l pl ( rtf.)
al  onewlldP

equl k.f.1
m - m o l a r
mt one wrd

emz

nytr
rpuktr
WLhine.

rc8thedr8
cathtdml
communicate

I
more -Governor

-normal (u.m.) # libria
-pmoent  iu.m.j
-ready (u.m.1
8pOrting  (biol.)
Which

even
wythro  k.f.1

all one word
d8i tn., u.m.1

even xi!%(-h by’

fktled
one (dl)

#one
minded Watributive)

-numbered (u.m.1  #time

-E&wed hl.m.’
evil

dar

x OfflciO
#po8t#facto
St righta
*rvialMn
-trader

txtr8

5zezs

bold
-Britannic
umdenatd

(u.m.1
CUtiCUlCU

-fine (u.m.1

F

F I DtoDle
-flat
-horn

f&s-?
#book

teller
face

&out tn., u.m.,

-82; (v.1

-harden (v.)
-hardened (u.m.1
l&Y

-on (n., u.m.)
plate
up tn.. u.m.)

fut

EE2-@
fde

away tn., u.m.)
-in tn., u.m.1
out tn., u.m.1

E!ii
heart

-voiced (u.m.1
Nr

und
F-;;Jz u.m.1

Play
dinned (u.m.)

fdv
folk

hle
~~~hb~er
l w8y (n., u.m.1
back (n., u.m.)

-in tn., u.m.1
out in.. u.m.1

-plow (v.1

-tmgued  (u.m.1
funt

-crowned (u.m.)
-thirety  tu.m.)

fan
back
barer

~~
foot

-. t
P-;;feu.m.)

shaped (u.m.1
-tailed (u.m.1

fulcy
-free  (u.m.1
-1oo8t  (u.m.1 father
-woven (u.m.) -confta8or
-wrought (u.m.1 -in-18W

f u fault
aloft (u.m.1 finder

#piece  (naut.)
udng  (u.m.)

fut
-a&wed  Wm.)

dyed (u.m.)
Oins

%old
-moving (u.m.1
-read (v.)

. (u.m.1
$ze (%ylight

88Villg)
fat

back
&Ed& $m.’

htad . *
soluble  (u.m.1

8wsy  (n., u.m.)
-borne  (u.m.)
di8tant (u.m.)
em&em  (u.m.)
-famed (u.m.1
fetchtd
flung 02.m.)
gone

off (u.m.)
-reaching (u.m.1
.8tting
-8een (u.m.1
set (u.m.1
right

farm
-bred (u.m.)

El:

slip

2”
-free  (u.m.1
nought

-pursued  (u.m.)
shaken (u.m.1

feather
bed (v.)

kit

-2&l  (u.m.1

-leaved (u.m.1
rtitch

stitchtd (u.m.)
4tching

Ordinrvy
polar
atgtsrn.1

VMCUIM
eye

tii!!k

kit

%td (u*m*)
brow
umciou8  (u.m.)
CUP
flap
gtL=

Role

E

-tongue (v.1
weight
wing (moth)

fed-U0 (u.m.1
fttbl;

-bodied (u.m.1
minded

feed
back (n.. u.m.)

2
crusher
cut&

htad
l o t

mixer
’ Pipe

rack
stuff

feeder
-in

I -UP
fellow

Craft
8hip
mt tw words

relt
cutter

-lined (u.m.)  -
packer

fenbank
p&w-“’

clad (u.m.)
leaf

-leaved (u.m.1
ferro (c.f.)

arbon-titanium
-uranium
malt one  wd

fever
lt8B

rtricken  (u.m.1
I trap

-warm (u.m.1
fiber
I -f8Ced  (u.m.1

lid

-ZZd (u.m.1

gFp
point
8ervia
rh8de

:Ed
lick
sight
8ore

l&d (u.m.1

8tr8ill

wa8h

“zh-
witne!w

Ill=@
rtitch

Fiberglas

(wpPht)flbro (c. .I
atcome
mtolwwrd

fickleminded
(u.m.)

fiddle
back

-faddle
head

-8ha (u.m.)
8CC E”d
string

field
ball
Ill-3
t3d

*trip
fierce

-eyed (u.m.1
-looking (u.m.1

tiery
-flaming tu.m.)

-tempered (u.m.)
fir

bar
eater
lt8f
rheii

figure
head

ofeight  (u.m.)
1 St work (printing)

file
cd

-hard  (u.m.j
retter

aoft (u.m.1
fill

-in (n., u.m.)
out tn., u.m.)
-up tn.. u.m.)
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fllkr
-P

-in
-mt

7/12/85

emtad (u.m.1
-white (u.m.1

L

z
utar
Aihien (u.m.1

-ridden (u.m.1
old
-ill
up tn., u.m.)

elk

k (“-mJ

8trip
etruck (u.m.1

nil

Z$ed (u.m.1
fine
cut (u.m., v.)
draw (v.1
dr8wi (i.m.1
-featured (u.m.)
4oo~m(;lm.)

. .
fiwr

breadth

bolt
bomb
brand
brat

izi!
c;;u,,.)

. .
cod
cracker
mat

cure (v.’
d-P
ater
fall

&%er

Kit. ened  (u.m.1

$ce
PiW
P&r

:gjjg;. .
. .mamtant  (u.m.1

nrm
-footed  (u.m.1
at (u.m.1
-up tn., u.m.1

nnt
aider
-born  (u.m.)
dam (u.m.1
comer
hand (u.m.1

-nude (u.m.1
F&(-J

-rate (u.m.1
-dar

R8h
buk

-k&d (u.m.1

bone

izi
utu

-Em&I (u.m.1
illi

-El?*m*)

P
.&t b.1

m8al
mouth
Phb
pond

7'
pound
“F
weir
work8

lrher
folk

-z&k  tn.,
u.m.1

1t
out (*.I
8trip  . .

Ive

ii%
-ply (u.m.1
-pointed (u.m.)
-xwler

ZZiir
Ir

bemu
pole

colored (t3.m.)
-cut (v.’
ou t  tn.1
thrower

kehouti

Sle

eumd (u.m.1

n!E
back (n.. u.m.1
out tn.,  u.m.1
ma

&P u-m*)

ki (n**  uJnm.’

z

f=P

St
Rat

iron
.no88
out tn., u.m.1

-rolltd  (u.m.1
uwn

-FE&& (u.m.1

lax
drop

-leaved (u.m.)
-polled  (u.m.)

lea
bite

-bitten (u.m.1
ket

foot
-footed (u.m.1
w-h

lah

kiih
-pink (u.m.)

Iezd*lit
light

‘%8p
.n0p
-up tn., u.m.1
load

&ill
wdkw

-wUing (u.m.1
lour

2.
Pmill

nck
lOW

Zr u.m.1.
8hat”
through

lower

iii
mowned (u.m.1

yF.rn.1

acanted (u.m.1
rrhop
pyre (v.)

(ulm.1
extract @hum.)

(n.)
eb=~~

luo (c.f.’
all one wd

luoro (c.fJ
all one wni

iurh
cut (u.m.1
igec$ (u.m.1

luK& f) *
all oni Lord

b

gy

-bitten (u.m.)
blow
blown

-by-night tn.,
u.m.1

catcher
eater

:iEz’
-fderman
rrirhing

-g (u.m.1

paw
8heet
w=k
qcked  (u.m.)

g
weight
wheel
winch

b*w

:k!!
um

up tn.. u.m.1
dlower-up
wd

packer
rick
8tuff

Dolhardy
JobP
wt
-and-mouth

(u.m.1

sit!

k!z
bdth
bri

traan le
fall

-fr8e  (u.m.1

looee
mark
note

$ck
PhQ

-pound
-poundacond
plillt
m a
nil
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A p p e n d i x  6

elk

zFxp"
$2

f u l l

-kiTkiT  (u.m.1

t;d (u.m.1

-fashioned  (u.m.)
-flowering hm.)

liizlz%b~.’
g@$f”f$J

#load . .
morith

etrength (u.m.)
-time~t+m.)

kS!EF
funnel

form
-&aped  (u.m.1

fur
clad (u.m.1

. .

-weary (u.m.1
worn

f o r  ( rtf.)
alPone wd

fort
-we
-and-aft (n.,

u-m.1
-and-af?er  tn.1
4re
end
exercbe
mat  one wnf

foreat
-clad (u.m.)
covered  (u.m.1

#land
ride

fork
kd

. -pro td (u.m.1
&ii3 (u.m.)

foml
fitting

#work (printing)
forih

coming
right
with

fofiunettiler
foo+nintr

X line

c

-man
-minor
*h-FJ

gabfest
d

about tn., u.m.1

- ga%opeail
ma

check (v.)
root

gaugepin
gain

-Y
*haring (u.m.)

galact k.f.)
all one word

gallbladder
dW
X proof (printing)

-wad fu.m.)
galvano (c.f.)

a l l  o n e  w n i
mme

bagcock
8w

plank

43a-A
garnet-brown

tu.m )

Fikb
driven cu.m.1
-fired tu.m.1

-~~lo$s.m.)

spoken  (u.m.1
-tongued (u.m.1

lour

a=- 1 Gm.)
z.h(p.)

fold
-footed (u.m.1

-‘“i!!Y (n*g
-xneit& (u.m.1
-numter
penny hmil)

-ply  (u.m.)
uom
8omt

-w ttier3-
IOX
-Foe (u.m.)

hound
rkinned
tiled
trot

rract4l  (c.f.1
all one wtd

Et2
-heated  (u.m.)
-laden tu.m.)
l a m p
lighted
lint (8ut.o)

Flint (people
utue)

iocpt
meter
work.9

m8utro  (l2.f.)
omentai
ralf one word

ptt
leg tu.m.)
pin
post
tender
work8

CY
rat

colored (u.m.1
u dog
-looking (u.m.)

reur

dF&  tu.m.!

OptY8t.4 (u.m.)
set
rhift
whet1

gelatin
4xmed (u.m.)
-making tu.m.1

:el8lino  cc.f.i

zs::

immeup (n., u.A‘m
p”tc
-i!Zll (n..  u.m.1

r (u*m?d (drawmg)
handed
hold
ha
loader

-minded

2ZL.m.~
&ding  (u.m.1
thinker
trader
whet1  (u.m.,  v.)
wheeler tn.1

Will (n.)
will (u.m.)

rare
dbwn tn., u.m.1
out (n.,  u.m.)
up tn., u.m.1

night
Ithou
-mile

&room
rtnch-minded

hl.m.)
m h
-looking (u.m.1

c

mm
cutter

i set (u.m.)
#stone
genito (c.fJ

all one wni
m$;

-looking (u.m.)
-mannered (u.m.1
’ mouthed

spoken (u.m.1
gee (c.f.1

all one uvnf
germ-free (u.m.)
gerrymander’
&w

at-sbie
em;  (:;.;o.)

-togtthr’&..
u m.)

I up tn., u.m.1
/ gh-t
1 -haunted fu.m.1

write  (v.)

igjltsdge (u.m.)
bpn-run  cu.m.1
Iiginger

brtad
+oiortd (u.m.1  a
map
spice

give
-and-take tn.,

urn.1

-painted  (u.m.1
frog

belly
eater

eyed (u.m.1
f&t
mouth

;yd 1”
tongue .

(medicine)
front

end (u.m.1
-focu8ed (u.m.1
runner

-%!!I (u m.)
fronto (c.f.j

+ccipiti
4xbital
n?stonewnf

rro8t
bite

2 (u m 1
-hnrdy  i&l.’
-heaving (u.m.)
-killed  (u.m.1
lamp

fruit
cake

#fly
growing

X rhop

I

8way tn.. u.m.)
lacio-k.f.j
all one wni

lad
chtertd (u.m.)
+ad
lull
blower
cutter

eater
eyed (u.m.)
-totam.)

l8UCO (Cf.)
all one wd

iidewth
lobfkrotter
10080  (C.f.)
all one won-l

low
lamp
meter

luc(o)  (c.f.1
all one wni

lue
pot
rtock

lycero  (c.f.1
a11 me word

lye0 k.f.1
all one wd

0
-ahead tn., u.m.)
-around  (n..

u.m.1
-as-you-pieaee

tu.m.)
-back tn., u.m.
-between tn.1
by in.1

-El (u.m.1
-trimmed (u.m.)

fu=PlW!!

WbJfJ~
loat
-bearded (u.m.)
drunk (u.m.)

x2 (“-mJ
pat’8
-hair
-horn

hd
conacioua  (u.m.)
-fearing  (u.m.1
-foreaken  (u.m.)

R
‘ven (u.m.)  .
tad

-man
-ordained (u.m.1
sent (u.m.)
-eped  (u.m.1
‘4ped

-taught h.m.1
rod

child

1cSe
mother
parent
8end
rhip
mn
8onship

goggle-tytd  (u.m.)
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mhmn
lold

beater
brick (ewindlc)

#brick  (of real
gold)

-r,wht  (u;m.)
mown (u.m.1

-$$Zu.m.I

-Ed (“*m*)
plate W.)

-plated OUrl.)
-plating  OMn.)
8mithillg

-wrought Un.)
golden

-fingered &mm.)
-headed (u.m.)

7112185

mouthed

bye .

qz$gg (n.,

-100ier
-!ooking (u.m.1
-natured (u.m.1

amet1

bone
cackle
eyed (u.m.)
fisrh
-‘Et? (u-m
mouth
neck
pimple9
rump
-P
wing

H
-bar

.I

Etb
-pie&

hull  -
hl7OW

tmer

p$&m

band

k12h
check tn.)
cloth
cut tn.1

288W
4ifikred  (u.m.1

p i n
apace (printing)
rplitting
l pring
8treak

7%’
-SS*)Elremment  Cl8

or foreign)
hcxile
owned (u.m.1
wide

governmentwide
(State, city, etc.

-all tn.. u.m.1
hook
rope

We
finder
mark

tin
cut (u.m.1

-!z (“*m*’
sick

-fact  (u.m.1
- m e t e r
-molecular
-negative (u.m.)
-padtive  (u.m.)

md
8ullt
child, etc.
atand

grantin-aid
r-PC

fruit
‘uice
i- caved (u.m.)

itik

~gLl*oy
rra
alOWWdP

ho k.fl

[NW
-clad (u.m.)

etroke  (printing
Id
-and-half tn.,

u.m.)
-afraid
-alive

back (football)
-backed (u.m.1

breed
callte

*leer
cock (v.)
cocked

(nonliteral)

2:
jgec$  (u.m.)

-feed (v.)
41;)c”rly  (u.m.)

L load
-1cdd (u.m.)

uwemd (u.m.)
cut&r

f&t (u.mJ

nut
Plot
root8

(nonl.iteral)

’ i%kfl’-l)
pave

clothe44

v
r

l i e

ravel-blind (u.m.)
!-Y

back tn., u.m.1
beard tn.1

-clad (u.m.)
coat tn.1

-eyed (u.m.1
-haiml  (u.m.1

-kLd (u.m.)
out tn., u.m.1

rut
-aunt

% (u.m 1

Iv”
dchild;  etc.

- eaded  (u.m.)

mouthed
reen
~;IK (n.,  u.m.)

(community)
clad (u.m.)
-8yed  (u.m.1
g-
PlY

e (plum)

IKE
-1eavfxI  (u.m.)

li

-ma8t
-miler
-monthly  (u.m.)
*on  tn., km.1
pace
mw

-ripe
+h
10 e (v.)r

tiitch
+tttength  (u.m.)

too:k(printing)

-truth
-weekly  (u.m.1
wit -

-witted (u.m.1
-yearly U.m.)
iallmark
mm
.rhackle
8triluz

Iammcr
cloth
dm (v.)

4

f
bD

8ward
town

(comfnunity)

‘:S ffi!izl$
rc hound
nron *4
riddlecake

bck
wheel

-minded

z

hl.m.)
round
hag
mam
nut

$‘CZ’
4uicer
w-d
wave

1 watir
roupconnect  (v.)
rownu tn., u.m.1
rubide
UUd
p$@

guide$mile

guider&
mm

hoi1
chewer
digger
drop

l!r

SE (“*)

-hard (u.m.)
-harden (v.)
hahaemed  (u.m.1

lock
toe

-weld (v.)
-wrought (u.m.)
snd

kf1
bank (v.)
ET

-bound (u.m.1

brake
breadth
brueh

-built (u.m.1
car
early (v.f
cart

-carve (v.)
clap
clallp

clean (v.)
crank

mn

z
builder

cotton

‘. g.

fire

2%

PbY
point
E;e*

-rivet (v.)
namer

-ii$!~u.rn.l

s:
ut

lem
tiring

litter
blood

-bred (u.m.1
snipe
rpout

ymno (c.f.)
all one wrd

yneco (c.f.1
all one wd

Ym
t horizon
~mechani8m
t pelorua
plane.  cornpam,

e t c .

cuff
ellt (v.)
embroidered

(u.m.)

-kt!?”

Fde

~Ltl

-
$

’ ?I  (u.m.1

iii,:
-;;xhstf(u.m.)

-knit fv.)
-knitter
laid

-letter (v.)
lift (truck)
liner
mnde

-mcdown (n..
u.m.)

mix (v.)
mold (v.)
mower

P a g e  1 8



7112185
1 3 6 0 . 1 6

Appendix 6

off (n., u.m.1
out tn., u.m.)
pick (v.)
post
p- ‘.

%P’
reading

i&e (v.)
8et
rhake
rpade
rpike
8pke
8plit
8Prins
8pun
-am W.)
8tan B
8titch
rtroke
8tUff

-tailored (u.m.)

21
-tooled  hl.m.)
-tooling (u.m.1
truck
weave
wheel
worked
woven
write (v.)
written

hang
dog
nail
net
out (n., u.m.)
up tn.)

h;ypy-gcAucky
hare&S
harborside
hard

-and-fast (u.m.)
back (beetle)

-baked (u.m.1
-bitten (u.m)
-boiled Un.)

head
-hit (y.m.1
-lm~~t;gu.m.)

z
-preened (u.m.)
set (u.m.)
8hip
lpun
8tand
tack
top (auto)

-won (u.m.1
*work

h

h

h

h

h

h

-working (u.m.1
wrought

lue
brain
foot
hound
lip

-mad (u.m.)
lamestmaking

(u.m.1
arumecarum
mtheen  (n.1
laahmark
lat

E
brueh
cleaner
pin
rack
rail
etand

latchetfaced
(u.m.)

UUI
about (n., u.m.)
away (n., u.m.1
back tn.)

rave-not (n., u.m.1
ravereack
mwk

bill
-billed (u.m.)
-nod (u.m.1
Iawe

hole
Pipe

w
band
=P
CJwt
cock
fork
lift
loft
market
mow
rack
rake
rick

scented (u.m.)
884
atack
wire

IaxCl
-eyed (u.m.1
nut

he-man
Icad

ache
achy
band

k?
-P
chair
cheese
chute
cloth
dnes

ender
first
frame

YF
Em
lock
long
mold
mo8t
note

on b3.m.)
phone
plate
poet
Y$“”

reach
m
‘+ng
rope
8et
8hake
8il1
ape’=
spin
8P@I
8tal1
stand
8tal’t
8tick
stock
8ttream

%l”
Wait43
wind

leader-up
real-all tn.,  u.m.)
leafi

ache
aching
beat
block
blood
break
bum

felt’
free (u:m.)
grief
h-v
leaf

-leaved  (u.m.1
nut
v&e

rick
8ore
‘Jttring
struck
throb

-throbbing (u.m.1
-weary Cm.)

Iearth
rug
warming

beat
drops

-ret&ant  (u.m.)
drake
treat (v.)

-treating (u.m.)
heaven
-in8pired (u.m.)
dent  (u.m.)

beaver
off
out
ever

1 h-v I hepta (c.f.1

/ beckduty (u.m.)
eyed (u.m.)

( -footed  (u.m.1

ih$E wd

handed
i a f t e r

- l o o k i n g  (u.m.)  1 “b:
1 set tu.m.1  . from
#water i in

weight.&  u.m.)  ! inabove
hecto (c.f.)

all one wnf
1 ,inafter
, inbefore

I
peckd
romthhence
forth
fonvardtrepato  k.f.)
all one woni

‘h
&P

belio  (c.f.1
all one wrd

hiell

Et-

s

-Zr(u.m.J

ii:
hole
hound

-red lu.m.)
8hip

lelpmeet
lelter-ekelter
lemetitch
iema (c.f.)

all one wni
iemato  tc.f.1

all one woni
hemi (pref.)

all on+ wrd
hem0 (c.f.)

all one wrd
iemp

lws?d
rtring

ien
bill

-g!hered
Wm.1

1 hedd;

breaker

kl$
Pie
rOW

heel
ball

j band
block

zlz

gi)
peth
plate
P’
P.+

iFLi!Li
8trap

on
to
tofore
under
unto
upon
with

herringbone
he&o (c.f.1

ousia, etc.
Nsfonewnd
hexa (cf.)

all one wd

,h’.a
I iack
hibe

, -and-k tn..
I

u.m.)
! away tn.,  u.m.;
o u t  (n..  u.m.)
high

1 “1

kit:

FZ
(nonliteral)

caliber (u.m.)
cl8813  (u.m.)
flier tn.1
flying hm.)

-foreheaded
(u.m.)

handed

-!%F’
. .

4
lander

t light (literal)
light (nonlit.)

-minded (u.m.1
-power (u.m.1
-preaeure

(u.m.,  v.)-Dl-iced  (u.m.)
Y proof
-reaching  (u.m.)
-rigger 6.).

s(buil*w)
r8ea8
speed (u.m.1
8tePpe*

-tension ru.m.1
-up (u.m.)

U water
t$her-up  (n.1

b i l l y
culture

(farming,
ride
tQP
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hind
brain

rt (n.)
cad

hi!
meet

right

hicns

mt3
rhot

hippo (c.f.1
all one wnd

hirto (c.f.1
all one wd

hit
-end-mi88  (u.m.1
-and-run Wm.)
or-mim (u.m.1

Fiihz

hmxE)d
bob . ’

2:
nob

hobbvhorse

-backed (u.m.1
-faced (u.m.1
fat
F.;

nose (machine)
- n o d  (u.m.)
pen
8tY

-tie (v.)
wash

-wild (u.m.1
hog’s-back  (geo1.1
hogehead
hoistaway tn.1
hold

all tn.,  u.m.)
back tn.. u.m.)

-clear tn., u.m.)
down (n.. u.m.1
fast tn.. u.m.1
off (n..  u.m.1
out tn., u.m.)

iomo
L legalia
U sapiens
iomo tc.f.1
*u8ia.  l tc
rest  one wd

loney
colored Wm.)
comb
dew
drop
eater

-laden  (u.m.1
lipped

I
-bar
-beam
-iron
-rail

ice

ki-ffd
t blindnecur

blink
block
bone
breaker
-P

clad 4u.m.)

h
up in.. u.m.1

Iolder
-forth
o n
-up
loleh
-high (u.m.1
through

lollow
back .

h

(bookbinding)
-backed (u.m.)
-8yed  (u-m.)
faced

-ground (u.m.1
IO10 (c.f.1
all one wd

lome
-baked (u.m.)

h

h

brew
builder
comer

-:f;lt(“*m.)
folk
;s (u.m.,  v.)

fumhhinga  (n.)

growander
life
made
plate
eeeker
rick
spun
rtead
stretch
town
woven

iomeo  (c.f.)
all one word

h

t
t

t

t

t

:

t

i

I

1
I

moon
mOUthed
pot
rucker
8weet

ionor  # man
mod
=P
mold
wink

loof
beat
mark
print

-printed (u.m.1
wok

ladder

-Ed (u.m.1
pin
UD tn.. u.m.1

molter
o f f
o n
out
we*
-up

roopetick
top

about (n..  u.m.1
off tn.. u.m.1
ecotch
toad

ww-
bum
dozer

lorehound
lormono  (c.f.1

all one word
10m

bill
blende
blower

-eyed  (u.m.)
pipe
8bY
tip

lomvhanded
roni

back
breaker
car
cloth
dealer
fair
fight
fle8h
hair
head

I cold (u.m.)
i cooled (u.m.1
j covered cu.m.)

f a l l
; 8 fiehing
; !Io~  (Aand)
; flow

ccurrent)
-frrtfu.m.)

; pack
/ _ plant
p l o w

quake
j 8 water

1 ichthyo (c.f.1
all one wni

/idea cc.f.1
’ -unit
jf rvSlOneW?d
Idie

headed
-looking (u.m.1
-minded (u.m.1

1 ileo (cf.1
a l l  o n e  wd
! iii0 (c.f.)

;ill
all one wni

1 -advised  (u.m.)

I

I
‘t
I
I

!

il

-hour
. key
rau&
meat.
mint
play
pond
power-hour
power-year
pox

PEZ (n.)
rhoe
thief
whip

lot

k!xl
4Mned  (u.m.1

cake
cold
dog
foot
heed tn.1

-mix (u.m.1
Pack

g
-prCuJ (v.1
rod (nonliteral)

-roll (v.)
-rolled (u.m.)
W“t

-work ~1.
loundshark
lourglaue
IOUIC

breaking
broken
builder
cleaner

cleaning (u.m.)
coat
dre8B
father
fumlhingI8) tn.

k
e8.t

old
husband
mother
parent
pcet

-iaising  (u.m.1
ridden
bP

-being tn.)
-born (u.m.)
-bred (u.m.1

t breeding tn.1
doin in. u.m.1
-fatJGn.)
-humond (u.m.)
-looking (u.m.)
-treat W.)
-u8e Iv.’
-wLher
-wLhing  (u.m.1

n
-and-in (u.m.1
-andout (u.m.1

1

t

t

:

t

trailer
WalW
WUlhg
wife
wright

how
dc+youdo tn.1
ever
mever

tub

xp (u.m.1
rumankind
rumble

bee .
4oloiiqiqgi.m.)

-8pirited  (u.m.1
rumdrum
tuinero  (c.f.1
OlmUrel
ml one wd

lump
back

shouldered
(u.m.1

lumptydumpty

:i%h~ck
fold

-legged tu.m.1
-percenter
-pounder
weight

lung-up tu.m.1
lunger
-mad (u.m.1
-worn (u.m.1

lurly-burly
lurh
-hush
up tn., u.m.1

lydro (c.f.1
,elcctric.  plant,

power, etc.
L rtation

?wf one wrd
rygro (C.f.1

all one wd
ryper (pref.)
-Dorian.  etc.
ml one wld

t

t

t
’ I

h

h

1ypo (c.f.1
all one wml

iyrtero (c.f.1
00 h o r e c t o m y  .
+a pmgwophc+P.

-my
n!sl  one  wtd

a

il

-andouhr
-being (u.m.1
:fl;gz  (u.m.1

-18W (n.)
Mmuch.  8ofar

rre. *rem,
* ritu,  etc.

n (pref.)
active (u.m.1
depth (u.m.)
hospital tu.m.1
m$ration  (u.m.)
m-vice Wm.),

etc.
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inch
deep (u.m.1
-E$tu.m.)

-pound
-ton

indexdigest
indigo

-blue (u.m.1
carmine (u.m.)

Idof&

-European, etc.
infrr (pref.)

-anal
-auricular
-axillary

ironer-up
irland

-born (u.m.1
dotted (u.m.)

iB0 (c.f.t
-octane
oleic
oemo8ia
rest one wrd

#man
back

-braced (u.m.1
8Pring

in0 (cf.1
a11 one wrrl

imbect-borne
(u.m.)

inter (pref.1
-American. etc.
lvst one Mld

intra (pref.)
-atoniic,  etc.
twit one wni

intro (pref.)
all one wtd

lrirh
-American (u.m.)
-born (u.m.1

inguino (c.f.l
all one wrii

ink
-black (u.m.)
mixer

clad
fisted

-kTd;rn.)

koi, (u.m.1

-red tu.m.)
rhod
rhot (mineral)

. pot
rlinaer’  .
8JJo<

spotted (u.m)
lltain
8tand
well

inner
city (u-m.)

i v o r y
- t i n t e d  (u.m.)
type (photag.)

-white (u.m.)
i*Y

clad (u:m.)
covered  tu.m.)

,
(u.m.1

#$oJ(gOl!-J  .

worka

J

J-bolt
j u k

am

km”’
-in-the-box
knife

+f-all-tradce
a,‘-lantern
-plane (v.)
pot
rabbit
BXI?W
shaft
8nipe
8teY
8traw
tar

jam 1 -built (u.m.)
nut jet
packed black (u.m.)

rocklig
-8-j’

4t;
!%I (v.)
MW

lob
oeeker

#shop
loggle  # piece
loint # owner
loulemeter
by

Zer
ride
stick

iump
off tn., u.m.1

jungle
cled (u.m.1
avered (u.m.)
ride

junkpile
jury
8bOX

-fuing (u.m.1
-rigged (u.m.)

juxta  (c.f.1
-ampullar
-articular
lwt one wrd

j a w
bone

l i n e r

-FEered  (u.m.)

1. -Eklled (u.m.)
Btream
wash

jewel
’ -bright (u.m.)

studded (u.m.)
jew’s-harp
jib

head
+iib

1 breaker
1 foot
, -locked (u.m.)
, twister
jar

j-v
-build (v.)
builder Bier

K

K king
bolt

Ez
hunter
pin

kins
folk
people

kicuwff tn.,  u.m.1
kite

flier
flying

knapsack
knee

-braced (u.m.1
brush

z (u.m.1
K-III, (u.m.)

vd
pan

knocker
-off

-up
knot

hole
horn

et“P
word

kick
about  tn.. u.m.1
back tn.. u.m.)

-in tn.,  u:m.)
off tn.. u.m.)
out tn.. u.m.)
up in.. u.m.)

p$Y

dry (u.m.,  v.)
eye
hole
rib
8tick

strap .
rnick

knack
point

Mght
&rant
head
hood

:nitback

-ration
-term

keel
block
.fat
haul

-laying (u.m.)
It line
keepmke
kerato (cf.1

all one wd
kettle

/ know
1 -all tn.,  u.m.1
’ -how (n., u.m.1
/ -it-all (n., u.m.)
, -little tn.,  u.m.1
I
I
!L

-nothing (n.,
u.m.1

rnuckle
bone

deep (u.m.)
-kneed (u.m.)

<u tt Klux *KlanII

kerrie
rtick

inock
about tn., u.m.1
away in.. u.m.1
down tn.. u.m.)

-knee tn.1

drum
8titch

key
bolt

Eli
note
punch
ring
rest

tree
kilo (pref.) -kneed (u.m.)

off tn.. u.m.1
an tn.. u.m.1
out tn.. u.m.)
up tn.. u.m.1

gra-m-meter
voltampere
watthour
resf  one wni

kindheart

L

I8dy
beetle

i3iF
rhip

lake

shore
ride

ameduck
(nonliteral)
(n.. u.m.)

amp
black

-blown (u.m.1
-foot

hole
-hour

* house
lizhter

L
-bar

EC?
-shaped
-8ouare

Habib (c.f.)
all one wtd

lace
-+ged  (u.m.)

IiT
post
rhade
rtand
wick

bed
front
landerlabowving
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tbau.
+Bed  hLm.)

“z’
fM
fl.L
nood

lord

!cr
lnam

-~(u.m.)
right
yrp

zit
rlide
8liP
rpout

wuh
wire

8treak
weld (v.1

-welded (u.m.)
-welding (u.m.1

lure
*Yd
-handed Cu.m.1
-minded (u.m.1
mouthed

4caleIu.m.)
l u k

colored (u.m.)
8pur

luyngo k.f.)
all one wni

IaBt
-born (u.m.1
cited (u.m.1
ditcher
-named (urn.)

latch
bolt
key
8tring

late
-born (u.m.1
oomer

-lamented (u.m.1
-maturing (u.m.1

later0 (c.f.)
all one word

lath-backed
(u.m.1

ptat;hore  (v.)

day (u.m.1
meet

laughingstock
laundry*  room

-ak&ixix*  (u.m.1

-fettered (u.m.)

2

iway tn., u.m.1
back tn.,  u.m.1

-by (n.)
down (n.,  u.m.1

-minded (u.m.)
0ff.a~;

out (I;:, Ii,
up (n.,  urn.1

iayer
4m
-out
aver

‘2;
bone8

2
lead

Zi’iitv )
-filled him.)
qrmy (u.m.)
-PAL,  u.m.1

4 line (medial,
naut. oniy,

off (n.,  u.m.1
out (n..  u.m.1

leaden
eyed (u.m.1
D&d
&led  (u.m:)

leader # line
leaf

bud
clad (u.m.1
-eating (u.m.)

ii (“*m*)
8tar’

(u.m.)

lean
-faced (urn.)
-looking (u.m.1
-to tn.. u.m.)

pew&w

koci tn., u.m.1

leather
back

-backed (u.m.)
-hound (u.m.)
-brown (u.m.1
avered  (u.m.1
head
neck
ride

leavetaking
leebow  w.1
leech

eater

k?”
-bank (v.)

8 tield (rport8)
-hand (u.m.)
:&iz (u.m.)

#
malt
rided (u.m.1
wing Qolitical)

‘Ld
puller
rope (v.)

end-lea8e
epto (c.f.1
alloned

et
down tn., u.m.1
off tn.. u.m.)
up in.; u.m.1

l tter
drop

fs
-perfet  (u.m.1
PN

c:zLfJ
all one wrd

iberal-minded
(u.m.1

%ZY
colonelcy
Ugovemor
+vemorship

Lfe
belt
blood
drop
n0crt
giver

k
ard

old
* ket
P C -
rs
ring
awe*
size (u.m.)
sired (u.m.)
8W
8Pr@
Btream
f!!F

v8Bt

lfZ?L!~i2.  )
ight
-anned (u.m.1
clad (u.m.)
colored (u.m.1
drab (u.m.1
dmft (u.m.)
face ( r$3t$g)

-foetetr . .
handed
houre I keeping

(nautical)
t housekeeping

(dome8ticI
mouthed

-producing (u.m.1
rhip
struck (u.m.)
weight tn.. u.m.1

-year
ghter-than-air

(u.m.)
ike
-looking (u.m.1
-minded (u.m.1

I

I

I

I

I

1

I

i

I

I
:

4

I

:’
11
I’

11

‘1

II
‘1

“‘Lded
&pal  (u.m.)
-white (u.m.1

lime
‘uice
iiln
l i g h t e r
Pit
qmt
WaBh

linch
yt

l*n!F
-bmd (u.m.1
4mcfl (v.)

z!?
gdQpw

wW~ru.m.)

Ink
up tn., u.m.1

u up (v.)
ion
-bold (u.m.1
-headed (u.m.1
-man4  (u.m.1

ip
read
wwice
atick

idane*-in
i2g;;f.I

milt one wni
ittle
-known (u.m.)
neck (clam)

-used (u.m.)
ire
Uloed

‘ow
stock

Iwire
wire

(nonliteral)
iver
-brown (u.m.1
colond  (u.m.)
wunt

iving # room
oadmeter
oanword
ob

f%Y
otteter-tailed

(u.m.)
ock

fa8t
hole

%
out tn., u.m.1
pin
ring
8teP
rtitch
up tn., u.m.1
washer

ocker  # room
ode

8tar
8tUff

7/12/85

rheet

OW
-awaited (u.m.1
bead tn.)

cloth
dhtana  km.1

l!iim hmJ
hair (n.)

-haired (u.m.)
hand Malit.)

-handed (u.m.1
-ham&d,‘“.’

horn (c&e)

-kv bm-)
-leaved (um.)
-legged (u.m.)

.Tz&,
-necked (u.m.1
nooe tn.1

SMld~&~’

P18J’$&dS)
dany;l;.mJ

. .
rpun
8t~thg  (u.m.1

w8ve (radio)
W8yS
WOO !  (rheep)

Dok
down tn.. u.m.1

-in tn., u.m3
out (n.. u.m.1
through (n.,

u.m.)
aokeron
WP
hole
8titch

Dow

cared (u.m.)
rided

mouthed
r#aker  (radio)
-v&xi (u.m.)
we

born
-inspired  02.m.)
lom
uat
rick

3w

ii!2 .
brow (nonlit.)
browed

(nonliteral)
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-built hl.m.)
down tn., u.m.)

Ez
-lived (u.m.)
-lying (u.m.1.

f2iLru
m a c h i n e
-ftihal (u.m.1

-it%
-made (u.m.1

#8bo
P*WOr

macro (c.f.)
all.ont word

mad
brain

Ins:
ever (u.m.1
-up (u.m.1

my&(+

-0livixllte
4pinellite

mmgncto  (cm
0pticS
rut one word

ii3
ne

tof#honor
arvant

y.Y$n

iii
mail

hs
Clad
clerk

-order (u.m.1
pouch
truck

main
frame
maet
P’p

Eet
zl
ntream

(nonliteralj
toP
topmost

#Yard
mrjor
.domo
-leaguer
-minor

make
-&&p(;,‘n.,  u.m.1

ready iprinting)
rhift
up tn.. u.m.1
weight

tier
Qff
UP

making*  up

~ -power (u.m.1

-p7z7
#n&r ’

l”ii;
mark

lower
Ma @rintiug, tuEiLln

Id (cf.1
all one wtd

nut

2%
4reated  (u.m.)
AY
eater

-fashion  (u.m.1

~~*m*~
h+u

-ho :9 (“*m’)

-E

E!!:
made (u.m.1

-minute
of-war (chip)
rope
#ervaut
size (u.m.1
alaughter
rleyer
stealer
ltopper
trap

-woman
-year

nnnicdepreaeive
nanifold
nantel

rhelf
tree

nany
-colored hl.m.)
-folded (u.m.)
plies

sided (u.m.)
nap

reader
tack

nuble
head

-looking (u.m.1
-topped (u.m.1
-white (u.m.1

nue’r
-nest
-hi1

n u k
down tn.,  u-m.1
off tn., u.m.1
rhot
up (n.,  u.m.)

auker
down
off
-up

narketplace
narrowbone
manh

buck
mallow

(confectionl
#mallow (plant)

mM8
-minded (u.m.1
-produce (v.1

mMt

-kLT (“*mJ

E&XM

t of # ceremoniee
hip

#: workman
m&covered (u.m.)
match

-ki (u.m.1

%ikk
maxi (n.)
maxi (pref.1

all one wrd
M8Y
#hY
da (u.m.1

r
%:

WY

!2?.)

%r-
bP

mealymouth
me*n

-acting (u.m.)
rpirited  (u-m.1
time

(meanwhile)
#time

(astronomical)
tone (u.m.)
while

mea1
ball
cutter

4ater

-Etm.’
hgkc :u.m.)

works
-ppr

mechanic0 0z.f.)
all one wrd

medico (c.f.)
all one word

medio tc.f.)
all one word

medium
-brown tu.mJ
4-d) (u.m.1
weight tn., u.m.1

meek .
4yed (u.m.)
spirited  (u.m.)

meetingplace
megalo k.f.)

all one word

Ilug?

#room
lumbo (c.f.1

ovariau
mronewld

u
n

n

n

n

n

n

n

n

II

m

melon
-laden (u.m.1
shaped kml.)
melt
down (n..  u.m. .I
water

men
folk
kind

neningo (c-f.1
all one word

*em
-g*round
m a t ’

- m i n d  (u.m.13
neehbag
Rem (c.f.1
all one wni

Y$

tiu
-up (n., u.m.1
neh (pref.)
all one wnd

metal
ammonium

clad (u.m.1
eoatd (u.m.1
-;~lin~(u.m.)

meter-per-
rigam
-kilogramsccond
-millimeter .
metro (c.f.)
all one word

mezzo
graph
relievo
mprano
tint

nicro  (c.f.)
organism
rest  one wfd

nid (c.f.)
-American, etc.
-April
&Y
$gde
-ice
-1959
-Pacific, etc.
-Victorian, etc.
nrst one wrd

Riddle

2z!km“
brow (nonlit.)

-kzr’v~l
moot

+f-thcroader
sited (u.m.1

,lumen-hour
lung

qcrowu  (u.m.1
motor

lying-in (n., u.m.)

rplitter
weight

aidi (n.1
nidi (pref.)
all one wni

migMy;~ded

nil-f&t  ’
mild
cured (u.m.)
spoken (u.m.1 _

mile

~~ (u-m*)
P-t

-pound
-ton
-wide (u.m.1

nilk

-k!P”*~
dmke
rhed
rick

-3L.e (u.m.1
mill
cake
COllm

22

-k&d (u.m.1

Etf
raw
r i n g
sack
meam
wright

nilli (c.f.)
gram-hour
mtoncwoni

nincemeat
n i n d
-hewje;g  (u.m.1

at h.)
right

nine
layer
chip
sweeper
thrower
work8

nini tn.1
nini (pref.1

all one wrd
ninor-leaguer
ninute#  buok
nirror
-faced (u,m.)

nEkf.1
all one wd

nirl
bOW

c l a d  tu.m.)
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ziv (u-mJ
miter.
XbOI

-lock (v.1
mix

- blood
up (n.1

mixing*  room
miacnmaet
mock

-heroic km.1
up tn.,  u.m.1

mocker-up
w&w

-u (u.m.1
modP

made (urn.)
# 8hop
molt -

catcher
eyed (u.m.1
had

kp
money

ser
bber

render
-mad (u.m.)
Mver

monkey
-faced (u.m.1
nut
pod

7/12/85

ndl
bin

kitih
-headed (u.m.1
print
puller
rwd

4ha
$d

Wm.)
QU ded (u.m.1

calli-  (u.m.1
-dzgwz  (u-m.)

8&e
nueo (c.f.1

all one ward

heat%ednw
-mduthed  (u.m.)
minded

nM0 (c.f.1
&pital
-orbital
~tonewld

IWiV&0~
(u.m.1

nnvy-blue  (u.m.)
near

-T%”
~&ing (u.m.1

-mim
righted

neat’*foot  (u.m.1

P a g e  2 4

pot
rhine

mono (c-f.1
-ideietic
-iodo
-iodohydrin
-ion
*ueian

I
rat one wnf

month
end
long (u.m.1

moon

k:

“YE!3
cloth *

zp (u-m-)

-;lu.m.l

klz
mold
tie

ntcro  (c.f.1
all one wd

needle
bill

-Se (u.m.)
point

4haped  (u.m.1
4harp (u.m.1
worked

I

ne’erdewell
neo (c.f.1

Greek.  etc.mto&wd
nephro  (c.f.1

allontwdnttit
ache
alled  (u.m.1
-racked (u.m.1

net
ball

tide
walker

-white (u.m.1

mop
heed
tick
up (n.,  u.m.1

mopper-up
mopping-u (u.m.1

4momingti  e

+bLit
-free (u.m.1

IW-lined Mll.)

moan
back

clad (u.m.1
-green  (u.m.1
4rown (u.m.1

cmde
car
mch

x&n (u.m.1
.  drome

ict
-minded tu.m.1

I rhip
truck
v a n

I

moundbuilder
mountain

eaten (u.m.1

’-

hole

h (u.m.1
9ri e

-%d (u.m.1
mouw
Lz(U$j)

. .

moet-fevored-
nation (u.m.1

moth
ball

44&n (u.m.1
hole

mother
.k$w
of-pearl

mota (c.f.1
all one wd

motor

kk
cab

N

braider
-veined (u.m.1

nettle
fin
foot
mme

new0  k.f.1
all one wrd

never
ending (u.m.)
more
theleem

new
.bom
ur (u.m.1
cOmer

created  (u.m.1

&f~o~ef  (u.m.1

-made (i.m.1
-mown (u.m.1
-rich (u.m.)

newlywed
new

Ez
clip
demler

F
y (u.m.1

ettu

EF#work
pqer # worker
ph-
print

“Kmout
:f&in&l..;

, *
wuh

muck
rake hr.)
mweat

muco (c.f.1
all one word

mud

&ii

UP
2-P (lLmJ

reader
-1
rheet
atand
-rY
teller

nick
eared (u.m.1
name

nickel
pl&e (v.1

-plated (u.m.)
-plating (u.m.1
type

ni t
-Plack (u.m.1

e~$ht;m.)

club
dm
fall

-fl~~~viation)

a& (u.m.1

.fii-zF (lLm*)
long (u.m.1
ulue

n0w

is

2
rill
clinger
4plahd  (u.m.)
alin
rucker
track

muddlehe&d
mule

back
&inner

multi (c.f.1
allonewd

multii:  urpme
I. .

murk
lover
-nmd (u.m.1

murico  tc.f.1
all one word

mwk
melon
rat

mutton
#chop (meat)

;gP (bpc)

head
myrh (c.f.1

all one wrd
myth0 (c.f.1

all one wd
myxo  (c-f.1

all one wd

nimble
-f-z-al  (u.m.1

nimbmtmtum
(cloude)

nine
fold
holem

-lived (u.m.1
penny bail)
Pin

nlEG.f.1
-hydd
mtouwrd

no
Jocount  tn..

u.m.1
&ult

IiF
tn., urn.1

-hzr (n’)
Xmul’rluld

-par (u.m.1
--r-value  (urn.)
ihow (n.,  urn.)
YFYMm
rhii

noble
-born (u.m.1
-feetursd  (u.m.1
hearbdna

I -loo  *
3

(u.m.1
- m i n d  (u.m.1

nol-ptoe  (v.1
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non noon
civil4ervice day

(u.m.1 tide
-European. etc. north
-proe iv.4

#sequitur, etc.
-tumor-hearing

central
(u.m.1

east
(u.m.1

Qs pmfu, one
Word

none
such
thelwe

oak
-beamed  (u.m.)
<lad (u.m.1

ff””
n (u.m.)

- caved  (u.m.1
oar

-kY (“*mJ
08t

bin
cake

-fed (u.m.)

Eg$

-northeast
-eider

0

-lying (u-m.)
peak
print
Put

-reckoning tn.)
eaddle

meal
ated

oathbreaker
oblong

elliptic (u.m.1
-leaved (u.m.)
-linear (u.m.)
-ovate (u.m.1

-pe
ecour
scum

eeamn
a t
shoot
shore
side

-aorta  tn.1
spring
etaae
street
take

-the-record (u.m.
4haped  (u.m.)
-triangular

type
-wheel (n.)

hlil.) -wheeler (n.1
occipito (c.f.) -white (u.m.1

-otic office
rest one wnl #bY

ocean seeker
-born (u.m.)
-girdled (u.m.)

geeking  (u.m.)
oftentimes

:‘de”g ofttimee
ohm

4panning (u.m.) -ammeter
octo (c.f.) meter

all one word -mile
odd oil

-jobber cake
-job man can
-looking (u.m.) cloth
-numbered (u.m.)  coat

O f f CUD
-and on (u.m.)
beat
cast
center (u.m.)
color (u.m.1

-colored (u.m.)
cut (printing)
day

-fall (v.)
41tlwor  (n.,  u.m.)

-go tn.)
ioing

Kz
-hours

look -

none

dive
down tn., u.m.1
gay

-led (u.m.1

d & e n  (u.m.)
-fed (u.m.)
-forming (u.m.1
hpn (v.)

meal
paper
proofing
seed
skinned

-soaked  (u.m.)
spill
stove

-temper (v.)
tightness

old

-%%bing  (u.m.1
nut

breaker
u

K
tn., u.m.1 -brown (u.m.1

w eel cake
notehead cracker
notwithstanding
novel kfih

-reading (u.m.) pecker
#wrier pick

-writing (u.m.) sha
nucleo (c.f.1 p”d

(u.m.1
ehe 1

all one wtd ?Jwat

-growing (u.m.) -twc+three
-looking (u.m.)

#maid
-way Wm.)

-maidieh  (u.m.)
onion peel
own

#man -air (u.m.1
-new -armed Iu.m.)
style (printing)

I
-back (I&I:)

timer -backed (u.m.)
#woman

-young
Oh
#butter
#gear
#oil
#teut

as combining
form, one -
Wld

olive
I -brown (u.m.)

clad (u.m.1
drab (u.m.)

band (yarn)
cast
cut (mining)

-~f&ee$.m.)

#house
minded
mouthed

#shop
eide (u.m.)

4ided (u.m.)
worked

opem
9-r

lomni (c.f.) I oranre
-ignorant
rest one word

ad;
colored (u.m.)

on
-and&  (n., u.m.)
-go (n.)

-zciu.rn.,

going orchard # houee
noun, adjective. orderly#room

one wrd organ0 (c.fJ
once all one word

aver (n.) omitho (c.f.1
-run (u.m.) all one word

one orrieroot
-act43 ortho (c.f.1
-aaktr (u.m.)

-eyed fu.m.)
fold

-half
-handed (u.m.)

-size (u.m.1
self

-sided (u.m.)
-eidedness
signed  (u.m.1

4tep (dance)

all 0-m Word
orteo (c.f.)

all one wd
oto (c.f.)

all one wnd
out

-and+ut  (u.m.)
-andouter  (n.)
-loud (u.m.1
-Machiavelli, etc.
mimation

-of-;iate  (u.m.)
-ofdoor  (u.m.)

4triper Of-State  (u.m.1
tirfruekf;rmerly) of.theway

. . (u.m.1
-time (one -tiut (u.m.)

action) (u.m.1 OS pmfu. one
WlKl

outer
city (u.m.)

#man
most

outward
-bound (u.m.1

-bounder
ovate

-acuminate
(u.m.1

oblong iu.m.1
ovdct (c.f.1

4blong
orbicular
rest one wnf

oven

peel
over

age (surplus)
age (older) In..

u.m.)
all (all

meanings)
-thecounter

(u.m.)
os combining

form, o?u?
wld

owl-eyed (u.m.)
ox

biter

Ef ko1or)
brake
cart
cheek
eye

eyed (u.m.)
t@l

kii?w
horn
rhoe

oxy (c.f.)
all one word

oyster
bed

2
shell

-white (u.m.)
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P

-7r:ipe
pachy’d

all one wnd
wk

builder
cloth
home

22 (u-mJ
nddle

ti
cloth
iock

Tn%h
mker

Zined  (u.m.1

-EJ(u.m.)
buck

cheeked (u.m.1
fnce tn.1

-faced  (u.m.)
-1ooki  (u.m.1
-red3 (u.m.1

peieo y

2zcts.
$y-r

mn (u.m.1
shaded (u.m.)

p8lmi  (c.f.1
all one wrd

mn
-Americen.  etc.
-broil (v.)

t ice.
mt one WKl

PWI

"YEO?
(offkial  name

hellenic

““ct;‘~~
peni$.t;ken

pant0 ic.i.1
all one wd

panty h-
Doper

back in.1
#box

c u t t e r

rhel &.. u.m.17
-66~1~  him.)

. .

-~%u.m.J

papier  # mache
pua&f.or&gf.’

-ulalgtuia
-anatbain

#d
mst  one wnf

pnrcel-plate  (v.1
parchment

ewered (u.m.)
# m a k e r

-making (u.m.1
mwyi$&f.’

?wt one word

s--l
-fmiehed  (u.m.1

#owner
-time (u.m.1
-timer (IL)

j%&.~
all one wrd

party X line
pawi (c.f.1

all one wd
pur

back tn.)
key
out (IL. u.m.)

pauion
driven (u.m.)
-feeding (u.m.1
-filled (u.m.1

putt
down in.. u.m.1
pot
up @., u.m.1

patentm-fee
w&

i.ZEer
patho  (c.f.1

all one wrd
pal-i (c.f.)

all one wtd
pattycake
pawnbroker
P=Y

beck  tn.,  u.m.1
1 check

$2
off tn., u.m.)
out tn., u.m.1
roll
rhel?t
-TV

P-
coat
cod

-green  (u.m.1
jacket
nut
8bootu

sized (u.m.1
etick

pc-
-bleneed  (u.m.)

’ -btier
-loving (u.m.1

pueh
bloom
blow (color)

colored (u.m.1

-;tT
Dear,’ *

I’ eyed (u.m.1
fUhinL!

-pure 6i.m.)
ret (u.m.1
rtudded  (u.m.)

- w h i t e  (u.m.1
P-t

-iEf (u-mJ
pebble

-paved (u.m.1
4trtwn (u.m.1

peeloff tn.,  u.m.)
PCCP

eye
hole
rhow
night

Yf”pe me11
pen

Gancel (v.1
head
knife
manehip
point

pser
script-
sha
lx&?

(u.m.1

trough
Pgi

-mark (v.)
i-w

-e-liner
i’hhf’

Tlwme
worth

pent-up Wm.1
penta 6z.f.)

ecttete
lwt one wnd

PeWk
PePPeT

corn
mint

-2 (u.m.1
w

cent
*centurn

compound
(chemical)

current
(botanical)

#diem
dt (chemical)

#Se
sulfide

P-t&w$-$

nest  one word
permnfroet

P-t
hole

-ridden (u.m.1
pet-k

;E:Fr.,  *
occipital
mst  one wrd

phamwo (c.f.1

I
-Y-WY
Iwt one wnf

phuyngo (c.f.1

or8
-w

ml one wni
Ph-

meter
out tn., u.m.1

-wound (LIZ:.::.)
pheno (c.f.1

all one word
philo  (cf.1

-French, etc.
rest one woni

phitbo (c.f.1
all one wrd

phono (c.f.)
all one wtrl

phorpho (c.f.)
all one wd

Ph$o&.f.)

-oxidation
oxidative
mlt one wld

phreno (cf.1
all one wni

phYi%ZF
phyilo (c.f.1

all one wd
phylo (c.f.1

all one word
phyrico (c.f.1

all one wrd
phyrio (c.f.)

all one wni

I phyto (c.f.)
all one wrd

pinno
forte
graph
plarer

pick
nback
ax
lock

-mcup  (n., u.m
off h.. u.m.1
over (n.,  u.m.)

#over (v.1
pocket
P&

up (n.,  u.m.)
picker-u
picket # fine
picklecured  0I.n:
p$‘bGf:

#Witillg
Pie

bald

I
cnlllt
enter

I
eyed
marker

gkt
stuffed  (u.m.1

Pie=
da’

. mold
pit20  (c.f.)
4lltItar
fwt one wrd

@%ack (v.1
-bncipd (u.m.1

-Ed (“.mJ
yber9 (u.m.1

.-is (u.m.1

-LZuam*)
herd
out
P-
root
etickzledpig-nz

-toal (u.m.1
.--

ii eY-
ck

ezit i”-mJ
pile

d+r

dZPm’)
up (n.. u.m.1
woven

pill
pusher
rolling
taker

pillow
cam
made
dip .

pilot
#bold
#light

.) p i n

ritt

m a
cuehion

xi? (“*mJ

;i?Fer
I:)  fold

EtJl

kc?

;!zir
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P*Y
pine

z%lg (um.)
<Iad (u.m.1

-f7d wn*)rha ed (u.m.)
pink

PM

:z (u-m-)
fitter
fJ-2

&aped  (u.m.1
8tem
walker
welder

- piaci (c.f.)
all one wd

a-;;;& (V-J

Pit

xl? (“.mJ
hd

-headed (u.m.)
hole
mark

-marked (u.m.1
-rotted (u.m.)
MW
ride

pitch
-black (u.m.1

#bOX
-colored (u.m.)

2: (u-mJ
hole

-lined  (u.m.1
-marked (u.m.1
out (n..  u.m.1
up tn., u.m.1 .

place

is
plagueinfeated

(u.m.1
plain

back (fabric)
-bodied (u.m.1
clothea  (u.m.)

-headed (u.m.1
-looking  (u.m.1
spoken (u.m.)
woven (u.m.1

-mile
,-parallel (u.m.1

hwveying)
lani (c.f.)
all one wni
l-0 (Cf.)  .
all one wml

Ewe
4nyin  (u.m.1

mark
t proof (printing,
-roll (v.)
-rolled (u.m.1
lat  (c.f.1
alonewn-li

lay
-act (v.)
back tn., u.m.1
bill
broker
bY
tllc8wh,  u.m.1

iking
ground
off (n.. u.m.1
pen
reader
IKTipt
Inlitt .7wrilzt

lytid
IUrUrC
-bent (u.m.1
tboat
seeking (u.m.1
-tired (u.m.1
-weary (u.m.1
‘Ieo  (c.f.1
all one word

lleuro  (c.f.1
all one word

IlOW
back tn., u.m.1

-b&(u-m’)
horse

St

%r (“*mJ

21:

uas
wright

,lug
hole

-in (n.. u.&
tray

-ugly tn.. u.m.)

l”TEiiY+=l
luri chf:,
all one word

l&o (cf.)
all one word

neumato  (c.f.).
-h$tmytx

. .
lwt one wnf

meUmo  (c.f.1
all one word

mck

i$d (u.m.1

to&et *
bmk(  unw9

rbook 8aok)

*&(U’m’)
4zed (u.m.1
-veto 6.1

met
-altInt
-painter

lointblank
K@y;3fi

. .
mole

-EL (u.m.1

t&l

52 (u.m.1

-pile (v.)
Better

*haped  (u.m.1
sitter.

stack (v.)
Bta-
timber
trav

-va;lt  (v.1
mlitico (c.f.)
orthodox
rest one word

Boly  (c.f.1
a11 one word

nmr
-blooded (u.m.1
farm

*pirited  (u.m.1
mop

corn
eye
gun
UD (n.. u.m.1

padPY
-bordered (u-m.)

-SJ.m.l

poti
tire

Et
hook
manteau

-mouthed (u.m
ride

port
* bellum
uboat

card
cbriatian, etc.

Cdiem

-z-m*)
P hospital

(military)
@meridiem
U mortem Oiteral)

mortem (non-
literal)

SZmilitarv
audit, &aduat&

etc.

mt
-aah
bell&l

lid
luck
piepOWi
rack
rhot
whiake

mtato# leldty
Boultry
U houee
#keeper
-keeping (u.m.)

#raiser
-raining (u.m.1

!%Z

:g$h (u.m.)

worth
wwder
-blue (u.m.)

I house
#mill
#room
scorched (u.m.1

wwer
driven (u.m.1
operated (u.m.1
pack
Plant

praire
dee+ng  (u.m.1
-awyzgfE.)

pn (pref.)
-@an,  etc.

pzF
#pro#tempore

Lznt

-forge (v.1
-made (u.m.1
mark
pack (v.)
plate

&proof  (printing)
weter (pref.1

all one word
wice
U cutter
cutting (u.m.1

U fuer
-fuing (u.m.1
list

support (u.m.)

pti&s (lLmJ
I+rd

-Dill=
prime
#mini&r

-minieterial
(u.m.1

-ItliIltitip
-mjni&y

prince
hood

-Dli&
p&t

cloth
out
ecript

printing
-in tn., u-m.1
out tn., u.m.1

prison
-free (u.m.1
-mad&  (u.m.1

p~&~f-war
. .

prize
fuhter
tiiter
winner

-winning (u.m.1
Pro

-Ally. etc.
#for&a
# rata
#tern
#ternpore

asprefrx.  one
wnf

pro&J (c.f.1
all one umd

proflt
-and-l-  (u.m.)
sharing (u.m.1

prong
buck

-hoe (v.)
ho&

-homed (u.m.1
Proof

read
rheet

ProP
jet
wash

pro00 (c.f.1
all one utotd

prato (c.f.1
-Egyptian, etc.
mst one wld

-looking (u.mJ
-minded (u.m.1

pwudoJc.f.1
-MeyetGk.

OfflCilll
orientaltm
orthorhombic
4mteomalacia
owner
rest  one  word

psycho (c.f.1
organic
nst one  wld
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ptero (c.f.1
all one wni

public.
-minded (u.m.1
spirited (u.m.1

Pug

-;ii%.,
pull

back tn., u.m.)
#box

down (n.. u.m.1
-in (n., u.m.1
off tn.. u.m.)

Q
-haat
-fever

quadri (c.f.1
-invariant
nrst one wld

q-r

-sY (u-m*)

rabbithCk&Ed;U.$.,. .
mouth

-mouthed (u.m.)
race

about (n.,  u.m.)
_ course

g-r
home
track

radarscope
mdio

genemlly tw
wnis ercept
the following
fom=

frequency
imotaw
tei&aph
teleohone

radiuktherapy
mg

bolt
-made (u.m.)
sorter
tag

rail
car

rard
ead

-rid-en (u.m.)

setter
solitter .
Gay # maker

r8in
band

-beaten (u.m.1
bow
check

5:

eoft (u.m.)
rpout
rtorm

on tn., u.m.1
out (n., u.m.)

-push (u.m.)
through

tn., u.m.1
up tn., u.m.1

mller
-in
out .

bunch
bowl

dzTy;k  (u.m.1

-marked (u.m.1
out tn.)

Pun
blood
bred

#line (biological)
Purple

-blue (u.m.1
clad (u.m.1
colored (u.m.1
heart (wood)

purh
button
card

-breed (u.m.)

-bloom (u.m.1
-bound (u.m.1

aat (u.m.)

MW (y.)
aaff

quul -

stretch

*general
auartermukr

-general&p

all hy hened
queen# tee

cut (u.m.1

-miler
deck

-$Se (u.m.)

wash
rakeoff (n..  u.m.)
r8m

jet
rod
shackle

ranch # hand
range

finder
#light

rider

-brain (u.m.1
-headed (u.m.1
-head  (u.m.)
-minded (u.m.)

rat
bite
catcher
hole

-infested (u.m.)
-tailed (u.m.1
-tixht (u.m.1
trap

rate
-cutting (u.m.)
-fuing (u.m.1
payer

-raixing  (u.m.)
setting

rattle
brain
snake
trap

mw
b o n e d

ed ed (u.m.)
dhi e

-looking (u.m.1
razor

back
-billed (u.m.1

_ edge
-keen (u.m.1
aharp (u.m.1
rtrop

raxxledarzle

R

n @ref.)
cover (cover

again). create
(create again),
etc.

4xolw-
examination

-ice
-ink
-redirect
n?st one word

reading#  room
readout tn.1
RdY

-built (u.m.)
-handed (u.m )
made (u.m.1

-mix (u.m.)
-witted (u.m.)

rear
guard
meet
view (u.m.1

reception *room
recordbreaker
recti  (c.f.)

all one wrd
recta (c.f.)

all one wni
red

bait (v.)
-billed (u.m.1
-blooded (u.m.1
bone
buck
cap (porter)
coat tn.1
eve tn.1
-&xl  (u.m.)
-faced (u.m.1
-haired (u.m.1
handed
head (n.1

-hot (u.m.1
-legged (u.m.1

3t line Weral)
#man

cart
off tn., u.m.1

-pull (u.m.1
up tn., u.m.1

‘WY
c a t
foot

at
back tn.. u.m.1
off tn.,’ ti.m.1

on tn., u.m.1
out (n., u.m.1

-put (n.1
-up (n., u.m.1

7/12/85

putter
-forth
-in
off
o n
o u t
-through
-up

pyo (c.f.1
all one wni

pyre  (c.f.)
all one wed

luick #time
change (urn.,  v.) -witted (u.m.1
$~;~;mm.,;;  quin (c.f.)

all one wd
lime * ” * quit
eand claim
@et rent
silver
*P

out (n., u.m.1
skinned (u.m.1
tape (no&Gal

#tape Weml)
-throated  (u.m.)
-yellow (u.m.1

reii ‘0 (c.fJ
alonewdf

repair#shop
representative

2Ea=e
research 9 worker
rerino (c.f.)

all one word
retro (c.f.)

ocular
omental
operative
oral
rest one wd

rheo (c.f.)
all one word

rhino (c.f.)
all one word

rhiro (c.f.1
all one wtd

rhod(o) (c.f.)
all one wd

rhomMo) (c.f.)
all one ward

rice
Browh3

#water
rich

-bound (u.m.)
clad (u.m.1
-looking (u.m.)

ridge
band
pole
UP

riffraff
rifleshot
Nr

.out h.. u.m.)
-up tn., u.m.)

dght
about
about-face

-angle tu.m..  v.)

-headed (u.m.1
mwt

of-way
wd

(oolitical)
-im m

asp (“*m*)
lock
rock

ing
-adorned (u.m.1
-banded (u.m.)
-billed (u.m.)
bolt

‘ver
r ‘,ead

-in (n..  u.m.1
l e a d  iv.1

-necked (u.m.)
off (n.. u.m.1
pin

-porous (u.m.)
-e$epd (u.m.1

sight
rtand
dick

-tailed (u.m.)
-up in., u.m.)

ip
cord
rap
roaring
mckMW
anortcr
tide

-up tn., u.m.1

P a g e  2 8
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hole
post
stock

ule#of#thumb
urn
cd (u.m.1
runner
seller

umpue#room
u n

about (n..  u.m.1
around

b.. u.m.1
away (n..  u-m.)
back tn.. u.m.)

~LZZCn.,  u.mJ
-in tn.. u.m.)
off tn.. u.m.)

4m tn.. u.m.)
out (n..  u.m.1
through

tn., u.m.)
up (n., u.m.)

unner-up
Ysh-bottomed

river

flow
$oofoted  (u.m.1

head
-pe
aide
wash

-worn  (u.m.1
road

bank

Ek
builder
head
hw
map
ride

-test  (v.)
-weary (u.m.)

rock

Zm (nonlit.)
-climbing (u.m.)
fall tn.)

-fallen (u.m.)
fill
firm
pile

-ribbed (u.m.)
shaft
slide

rddh,“xd  (u.m.)

ma;ltgee;.$)

S
-bend
-brake
-iron
-my
shaped
-trap
-wrench

Mber
- leg& (u.m.1

.-toothed  (u.m.)
~blecloaked

:u.m.)
Sabrejet
uccharo (c.f.1

all one word
MCk

#coat
coated (u.m.)
-making (u.m.)
shaped (u.m.)

macro (c.f.1
all one wni

Md
eyed (u.m.1
iron

-voiced (u.m.)
uddle

back
-backed (u.m.)

kc
cloth

011
about tn., u.m.)
zlk (“., u.m.)

-En(v’)
off tn.. u.m.)

on (n., u.m.)
out tn., u.m.)
toP
up tn., u.m.)

-made (u.m.1
-milled (u.m.)

kmano (c.f.)
canonical, etc.
Gallic.  etc.

mot  ’
garden
bP
tree

mot

-Zing (u.m.)
raat
hold
lrtalk
stock

moln
dance
layer
stitch
walk

rme
-br’ ht (u.m.)
bu3
head

-headed (u.m.1

-graft (v.)
-making (u.m.1

-Ed (u.m.1

%Ehed (u.m.1
tree

-wire (u.m.)
nfe
blower
cracker

depo$t (u.m.1

rold
we

brush
leaf

-leaved (u.m.1
ail

cloth
dotted (u.m.)
flyins

ale9
clerk
manship
people
pereon

plmon
colored (u.m.)
-red (u.m.)

ulpingo  (c.f.)
oophorectomy
oophoritis
ovariotomy
ovaritia
mat  one word

scented Wm.1
-sweet  (u.m.)
tan

U water
x&.orahip
otten
dry (u.m.1
-minded (u.m.)

Bough
-and-ready (u.m.1
-and-tumble

(n., u.m.)
cant hl.m.,  v.)

-coat (v.)
cut (u.m.)
draw (v.1
drese (v.1
dry (u.m.,  v.)

-face (v.)

-kF (“*m*)
-legged (u.m.)
-looking (u.m.)
neck
rider
setter
shod

*ketch (v.)
stuff
tailed

#work (n.1
work (v.)
wrought

rougher
down
-out
-up

roughing-in (u.m.1

S

cellar
cured (u.m.1
mouth
pack

+

pond
shaker
w--n
sprinkler
work8

alver
form

-shaped  (u.m.1
ample
Ubook
ubox
-making (u.m.)

Icmd

b a t h
bin
blast
blown :

-built (u.m.1
-buried (u.m.1
-cast (u.m..  v.)
culture
fill
flea

Ia&9
Reat

m

1

1
/

ound
about (n.,  u.m.)
about-face

-Es (“:m.)
-made (u.m.1
mouthed
nose (tool)
out (n., u.m.1
robin (petition)
seam
table (panel)

-tailed (u.m.1
-topped (u.m.1
-tripper
up tn., u.m.1

ub
-adub
down (n., .u.m.)

ubber

d=
4inlinf  (u.m.)

o f f
set (u.m.1
stamp

(nonliteral)
in., u.m.,  v.)

#stamp (n.1
-stamped  (u.m.)

ubv
-hi& (u.m.)
-red (u.m.)
eet (u.m.1
-throati  (u.m.)

-udder
head

hill
-biller .

EL
lapper
lot
paper
pjle

;s
-pump (u.m..  v.)
ehoe
spit
lltorm
table
weld (v.1

-welded (u.m.1
-welding (u.m.)

iand(y$$y  med

langfr&i
unr
u serif
# aouci
Ia phin

-glue (u.m.)
colored (u.m.1

barco (c.f.)
all one wnd

urahcord
utin

-lined (u.m.1
smooth (u.m.1

uuce
dieh
pan

(u.m.1
RUMo  (c.f.1
Chin-,  etc.
mst one wni

rullt
-brown (u.m.)
eaten (u.m.)
proofing

-re&tant  (u.m.)
-stained  (u.m.)

rye # field

usuer

RZtn
ave-all (n.. u.m.)
aw

back
belly

-billed (u.m.1

kz (IL)
dust

edged (u.m.)
setter
timber
tooth

-toothed (u.m.1
lax

comet
horn

BY
-nothing

tn., u.m.)
-a0 tn.1

Kale
bark
down tn.. u.m.1

-Eding (u.m.1
bcapegoat
wapulo  k.f.)

all one word
wr

Et (lLm.)
-faced (u.m.)

Page 29



1360.16
Appendix 6

7/12/85

lheetuuv
craw
head

Es2
-breastad  (u.m.1
.-red (u.m.1

8&e
rhifter
eht

echirto (c.f.1
all one word

echizo (c-f.1
all one word

WhOol

#kh”
bookioh
hue
children

-i!Z&e (u.m.1

teacher
-trained (u.m.1

“fi’r;M&O~Z’

mchor
bill

-tailed (u.m.)
-winged (u.m.1

BciMarr
hold

shaped (u.m.)
tamith
mclera (c.f.)

-ooph&tia
optic
ml one wld

8care
card
sheet

acot-free- Scot0 (c.fJ
-Britannic. etc.

ecouthood
K-P

beeket
works

scratch
brush

-brusher
coated (u.m.)

screen
out tn., u.m.)
play

SC-W
ball
bolt

Zn (u.m.)
&id;; (u.m.)

head
hook
j?k
- &xl  (u.m.)
nut
ship

-threaded (u.m.1
-turned (u.m.1

ecrollhead
ecuttlebutt
“y’:=“,hf  P”d

. .

uba!Je
-bnaed (u.m.1
h&d (u.m.1

t?” t”.mJ
Ubird
-blue (u.m.1

ubaat
-born (u.m.1
-bred tu.m.)

dz(u.m.)

i& (u.m.1

Incircled (u.m.1
fare (food)

L3Pbrf
food
front
Fr
f
Olng
ound

ir
mark
poti
quake

*room

tE2z
ecouting
ehell
rhine
shore
sick
ride
stroke

t time (clock)
wall
wing
worn
worthinese

-wrecked (u.m.)
cam
blasting
rend (v.1
&itch
weld (v.)

-welded (u.m.1
eat
beit

-mile
ccond
claet3  (u.m.1
degree (u.m.)
-foot

e6m  hr.1
End

(adv.,  u.m.1
-rate (u.m.)
ecretary
t general
-general
-generals  Ipx -
&ion t maneeSaW
eed
bed
cake
calbe

ii?
rtalk

k:
rucker

Mimi0  (L2.f.)
all one wrd

8elf
dom

kf
neem3
Mme
mflaiw prcF,

Bell
we h-hen

off tn., u.m.1
out tn., u.m.)

Rrni (pref.1
annual, arid.

et4L
-armor-piercing

(u.m.)
ChriBtian,  etc.
-idlenees,

-indirect. etc.
wnd

off tn.. u.m.)
out (n;,  u.m.)

ww (c.f.1
all one wrd

mepti  (c.f.)
all one wnd

Bepto  (c.f.1
all one wd

Ierio (c.f.1
all one wrd

wro (c.f.1
all one word

Errate
4liate  (u.m.1
dentate (u.m.)

Knice
-connected (u.m.)

KIT0
accelerometer
amplifier
control
mechanism
motor
system

“a~it&.Jd

let
-aside tn.,  u.m.)
back (n.,  u.m.1
bolt
down (n.,  u.mJ

-EP’
-in (n., u.m.)
off tn..  u.m.)

on tn., u.m.1
out tn., u.m.1
pin
8CCreW

atitched  (u.m.1
-to tn., u.m.1
up (n., u.m.)

better
-forth
- i n
on .
-out
-to
-up

Ieven
-branched (u.m.1

fold
penny bail)
More

shooter
-up tn.1

leveralfold
hnde’  .
+ing (u.m.1
%rown (u.m.)

hadow
boa3

F
U ine
lb

Exl (u.m.1
Ihake

down tn., u.m.1
otit (n.,  u.m.1
up (n..  u.m.1

hallow
draft (u.m.1
-headed (u.m.1
hame

Ta3cd (“.mJ
hank
bone

Umill
harp tn.. u.m.)

bone
broker
cmwr
out tn..  u.m.)

harp .
-angled  (u.m.)
-cut (u.m.1
ex&ed (u.m.1
-f&&e (u.m.,  v.)
-freezer
-looking (u.m.)
-set  (u.m.)
rhod
shooter

-tailed (u.m.)
-witted (u.m.1
havehook
hear

pin
watera

hedhand
hw

biter
crook
dip

El?
m*
herder

Elik
-kneed  (u.m.)
noee (apple)

gnk
shear (v.1
shearer (n.1
shed
sick
etealer
walk

-white (u.m.1
heer
off tn., u.m.1
up tn., u.m.)

rack
warn

Ihell
back

EF

2-c”
-like
rhockad

lhelterbelt

‘hieEk?@
lhihitily

bone
guard
plaeter

Ihiner-up
Ihip

EE
broker
builder
laP

-ZZu.m.)
shape
ride

Ihipping
Umaater
Uroom
shirt

band
waist

lhoe
black

kth
l a c e
pack
scraper
shine
string

htzff
(n., u.m.)

hop
breaker
folk
lifter

-made (u.m.1
mark

-8oiff”  (u.m.1

walker
window

bore
Ubird
tboat

fast

hart
-armed (u.m.)
bread -
cake
change (v.)
changer

-circuited (u.m.1
coming
cut tn., u.m.,  v.)
fall in.)
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small
#I bueineawnan
-h&d&m.)

~~u.m.1

talk
town (u.m.1

smart
-alecky (u.m.1
-looking (u.m.1
-tongued (u.m.1

smsshup  tn., u.m.
smear-case
smoke

-blil&ed  (u.m.1

c h a s e r
dried (u.m.1
dry (v.1
dyed tu.m.1
-fiJll  (urn.1

horn tn., u.m.1

itar

run tu.m.)

shoulder-high

;.a&~

&P
wave (radio)

(u.m.1

shot

Ee
DUt

plate

&P

mover

etitch
stitched Iu.m.1

=ing

may
hpe

setter

track
Walk
wall
-gng

sight
hole
read

shovel rim
-headed (u.m.) off h.. u.m.)
-named  (u.m.) on tn.; urn.1

s h o w Domt
card

r: ‘“;,$n”

place” - ’
through

(printing)
tn.. u.m.)

up tn.. u.m.) silver
rhredout  tn.. urn.)
shroud

-ba&l (u.m.1

-laid (u.m.1
plate

-bright (u.m.)

shunt-wound E2iEA.J

Up tn., u.m.)
silica  (c.f.1

all one wml
silk
-kineea

(u.m.)
works

siltpan

(u.m.) -lead (u.m.)
shut -leaved (u.m.)

away tn.. u.m.1
down (n.. u.m.)

plate (v.1
-plated (u.m.)

eye tn.. u.m.)

out (n., u.m.1
up (u.m.)

shuttlecock

-in (n..  u.m.1

sick

-mouthed (u.m.)

2i
list

side

off (n..  u.m.)

i.iz
bone
burns

zk
at (u.m.1

dG (vJ
Led (printing)

hook
kick

-tdngued  (u.m.)
toP

point

Simon-pure  (u.m.1
simple

-headed (u.m.)

(drawing)

-minded (u.m.)

print

-rooted (u.m.)
-witted (u.m.1

tip

8imulcsst
sinhbD g.:.;. .
8ingeow
single

-Eked (u.m.)

7i%Ltrn.)

-kfer
-minded tu.m.1

- p h a s e  (u.m.)
deater
stick

# ght WeraN
light

(nonliteral)
X line Weral) tree

Lnin(nonliteral)  s i n k
head

note hole

Sin0  (c.f.1
Japanabe.  etc.

sister

I-r
l-marl

ood
-in-law

sit
down tn., u.m.)

downer
fast tn., u.m.1
up tn., u.m.)

sitter
-bY
out

sitting#  room
sitzmark
SiX

YE5
fold ’  ’
penny (nail)

-ply (u.m.)
More

-shooter
-wheeler

sizeup  (n., u.m.)
skid

z-k)
skin

clad tu.m.)
d=p
diver
flint

-graft (v.)
skipjack
skirtmarker
:ku,ipP

head
toD

sky -
-blue (u.m.)

mcriper
shine
wave

tplayded  6r.m.)

-bake (v.)
-filled (u.m.1

#water
slambang
slant-eyed (u.m.1
rlap

E
down tn., u.m.)
haPPY
jack
stick

‘-up tn., u.m.)
slate

-blue (u.m.)
color&i (u.m.)
works

slaughter

-C (u.mJ

f=z (“*mJ# g:ker
Slav0 (c.f.)

-Hungarian, etc.
sledge

-hammered
(u.m.)

meter
sleep

4illfillfu.m.)

walker
sleepy

?is (u-mJ
-looking (u.m.1

slI?&torrrl
sleeveband
sleuthhound
slide

film
knot

sling
ball
shot

slip

22 (u.mJ
band
case
cover
knot

on (n., u.m.)
#proof

(printing)
Proof
ring
sheet
shod
sole

stream
-iptx;gru.m.)

slit

:iizl (lLmJ
slop

-molded (u.m.)
seller

rlope
-faced (u.m.)
waye

slow
belly
down tn.. u.m.)

-footed (u1.m.)
going

-motion (u.m.)
mouthed
poke

#time
up tn.,  u.m.1

-witted (u.m.)
slug

cast (v.1
caster

slum
dweller
gullion

gumOK!
slumber-bound

(u.m.)

pot
scrtwn
stack

smoking# room
smooth

bore
-browed (u.m.1
XW;~.’

-tongued ‘Iu.m.)
-working (u.m.)

snackbar
snail

-paced (u.m.1
-slow  (u.m.1

d&3 * pace

bite
-bitten (u.m.1
eater

-iii! hi-m’)
hole
pit

8nap
back
frzdon

hook
-on tn., u.m.1
out (n.)
finI3
roll
shooter
shot

-up (u.m.)
snapper

-back
-up

snipe
bill

-nosed (u.m.1
sniperscope
enooperscope
snow

&!k
b-k?

blind
#blindness

blink
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block
-bbc$n (u.m.1

break

-3E”dsd (u.m.1
clad turn.)
yamI tu.m.1

fall
flake
melt
-22 (u.m.1

G’
Plow

zzii

Ee

7/12/85.

I

tide hteawn)
trap

Spriti

I spur
clad (u.m.)

rroldier-fa8hion
awe

(U.m.1
-;‘lt h.m.1

spin0 (cf.1
olivary
twt one wni

Spirit
-born tu.m.1
-broken (u.m.1

#lVlitillg
Spit

iit
rtick

8p~l~hOk~’

8PbY
fallted
mouthed

spleen
-bay tu.m.1

+wolLn (u.m.1

-footed (u.m.1
ehaued  (u.m.1  .

role
cutter
Phk

wnlato (c.f.1
all one wd

8ome
&Y Arab

-born (u.m.1
one hnyont)

#one
rpwking (u.m.1

Wtributive)
SW=

place (adv.1 -iiF tu.mJ
time WV.,  u.m.)  #room

#time (some  time spark
4M

what
# plug W&al)

wn-in-law
plug (nonliteral)

BP-h-Y tn.)

driyb (I&.)

lE!k%E!l
SPY

E!r
tower

w-
-bottamsd (u.m.1
-built (u.m.1
-~fm&um.)

EL
lwnr Imii -
1 zht

ronobuoy
sooth

fast
sayer

-cast
-&it (u.m.)
shapsd (u.m.1

Spcetro  k.f.)
all one wrd

w-h
4ebeftJ;l.m.)

4’4 ’

kz?Pg
trap
UP tn.. u.m.1

fiP
storm

EptLI (u.m.1
#water

-wblk  (u.m.1
8nuffetain8d

(u.m.1
w
-rad*
beit tn., co ‘.I
alled (u.m.1
eeeming  (u.m.1
a

-P
bubble

iii-
stock

sot
-minded (u.m.1

Girumtacean)
fruit
mouth

-E&ad (u.m.1
up (n., u.m.1

8&3Olh  !t
uponrylo (cf.1

all one wtd
aponw

E!Zr
diving (u.m.1
ahapmd  (u.m.1

rpongio (c.f.1
all one wrd

spoolwinder
smwn
aeakea  (u.m.1
-billed (u.m.1 I

struck (u.m.1
St&

3n tn., u.m.1
out (n.. u.m.1

mq:r;~;sL

tickip in., u.m.)
8taff-herd  (v.)
StU

An&led (u.m.1

-kg$d tu.m.1

hohonf  (u.m.1

hunter
StWP

coach
hand

-E$ m 1
*ha& iu.m.)

came
head
Sb!D

eyed (u.m.1
foot tn.1
footed (u.m.1
head (n, u.m.)

~~~~~

8oul  .
deep (q.m.1
zhuag (u.m.1

W$’ .

ki!X urn.1
-free (u.& *

spend

-ii!%)

-absorbing (u.m.1

YE
-minded 01.m.)
off tn., u.m.1
track

l pemlato (CL,
all one wrd

S#IlllO (C.f.)
l8oUD ~allo&u&d

spheno  (c.f.1
-occipital

mtonewnf
mph

alonewodi
~0 (c-f.1

Spit

-xt tu-mJ
-laden (u.m.1

spider
-b&d
*pun (u.m.1

#web tn.1
web (u.m., v.)

spike
horn

- k i l l  (v.)
- itch (v.1
PSD n

bone
rpoon

8our
p=

:xh tn.1

-natumd  (u.m.1

social
#work
#worker
8&B&f.’ ISDDt 18w1

I ~&mcksd  (u.m.1
-face (v.1economic, etc.

mad
bu8ter
cultun?

Xhou8e

jsrk
#water
sofa
#maker

-maki.Dg  hm.)
-ridden Wm.)

soft

weld (v.)
welded (u.m.1

-welding (u.m.1
SpI’ay-W88hd

(urn.)
l P-

-en& (u.m., v.)

wt tn.. u.m.1
wt tv.,
l PdrU

St&Id

!f$~;$.,

-in tn., L.&J ’
off (n., u.m.)
offuh
out tn.. um.)
Pat
Pipe
point

Stn urn)
up (n.,‘LL

standard
bred

#time
staphyio  k.f.1

all one word
Stu

blind
bright
durt

I
8DUth

-born  (u.m.1
-central (u.m.1

EL

3Zr
*llthsut

z
ww

spindle
-formed (u.m.1

back
OWOkbilldhg)

bok

-Liz (u.mJ
& a n  (v.)
finger

ET tu.m*)
h8ad

-plow (v.1
-plowed (u.m.1

mm
bandZ!ii!!im). . .ggd tu.m.)

1W
Sh8Ilk8

Spille
bane

-broken (urn.1
-pointtd (urn.1

bar
Q-4

(u.m.1

Li!gk
#tlIW
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-l~?Km.)f

lite (aem)
noee7mole)
shake
shine
shoot

spangled (u.m.)
stroke

etudded  (u.m.)
#time
lltarchworka
stark

-blind (u.m.1
-mad (u.m.)
-naked (u.m.1
-raving iu.m:)

Sta~rQff
8tartup  (n., u.m.)
Stat (pref.1

all one word
St8h

-aided  (u.m.1
#line
‘owned (u.m.)

Stite
hood

:e
station t house
stat0 (c.f.)

all one wrd

.

StatIlk
-barred (u.m.1

#book
ShY

-at-home
tn., u.m.)

bar
bolt
boom
lace
log
pin
$y

wire
steam

boating

zked (u.m.)
$iirn (u.m.)

pipe
plant
power tn.)

# powerplant
-pocket (v.1
-propelled

(u.m.)
roll (v.)
roller (u.m.,  v.)
shi
tabeP
tightness

8teamer # line
St4

-blue (u.m.)

clad
-framed (u.m.)

-E (u.m.)
plate
works

Steep
-rising  (u.m.)
-to (u.m.)
-up (u.m.)
-walled (u.m.)

steeple
chase

-hi& (u.m.)

UP
r t e m

head
P-t
0icknf?8a
winder

6tencilcutting
(u.m.1

steno (c.f.1
all ont wrd

SkP
aunt
child, etc.
down (n., u.m.1
-in (n., u.m.1
ladder
off (n., u.m.1

an tn., u.m.1
-UD (n..  u.m.)

rtedpini
off (u.m.)
*ut  (u.m.)

stereo (c.f.)
all one word

stem
castle

-faced (u.m.)
-heavy (u.m.)
-looking (u.m.1
most
post

#wheel
-wheeler

stem0 (c.f.)
all one word

atetho  (c.f.1
all one word

stew
pan
pot

atick
-at-it (n., u.m.1
fest tn.)

-in-themud
(n., u.m.1

out tn.,  u.m.)
pin

-to-it-ivene83
(n.)

up tn.. u.m.)
rticker

-in
-on
-up

Stiff
-backed (u.m.)
neck

-necked (u.m.)
still

-admired (u.m.)
birth
born
-bum (v.)
-fmh  (v.)
-hunt (v.1
-recurring

(u.m.)
stand

stink
ball
bomb
d-p
pot

stir
about  tn., u.m.)
fry

-up tn.. .u.m.)
stitch

down (II..  u.m.)
up tn., u.m.)

stack
breeder

broker
feeder
holding
jobber
‘Udging
i.lot
uile
hot
raiser
rack

still (u.m.)
taker
truck
wright

stoke
hold
hole

rtomach
-filling (u.m.1
shaped (u.m.1
4ck (u.m.)
-weary (u.m.1

stomato  (c.f.)
all one word

atone
biter
blind
brash

kit!-
brood
cast

<old (u.m.1
crusher
cutter

dead (u.m.)
deaf &~.a.)
eyed (u.m.)
?a: (printing)

f: “f*L
ma8on

# ihzf (printing)

#wall (n.)
wall (u.m.,  v.)

#writing
rtony

-eyed (u.m.)
#land
Stop

back tn.)
block
clock
cock
gap

krnd

-28 (u m 1
off (n.,‘u.m.)
watch

storsge  * room
StolV

front
ship

Storm

-iiF (u.m*)
flows

-laden (u.m.)
swept (u.m.)
-toesed (u.m.)
wind

storyteller
StOUt
-rum$;g’

-minded (u.m.1
stove

brueh
-heated (u.m.)
pipe

Stow
away (n., u.m.)
down tn.. u.m.)

straddle
back

-face (v.1
-legged (u.m.)

straight
away
b3;kf;y.m.).

. .
edse

edged (u.m.)
-faced (u.m.)
forward
head

-legged (u.m.1
#line

-lined (u.m.)
*ut  (n..  u.m.)
spoken  (u.m.)

#time
-up (u.m.1
-upanddown

(u.m.)
atrainelip
strait

cheated (u.m.1
‘acket
iaced

stranglehold
StT8p

2” 0
“dfhea

-ms~kd  0i.m.)

Str&l 6Z.f.)
all one wni-

StlrW

ETfield
-built (u.m.1
hot

-roofed (u.m.1
:E;ing

4wlffr  (u.m.1

-yellow (u.m.1
Way

away (n., u.m.)
#: line

mark
stream

bank

bmd
flow

ride
Stmt

-bred (u.m.)
c a r
cleaner

cleaning (u.m.)
swwper
walker

Stre to (C.f.)
alonewniP

stretchout
(n..  u.m.1

strike
breaker

-in tn.. u.m.)
out (n.,  u.m.)

striker
-in
-cult

string
COUlW
halt

#proof (density)
ways

Strip
cmving

strong
-arm (u.m..  v.l
back (nautical)
h&d (u.m.)

#man
-minded (u.m.)
point (n.)

stub
runner

-toed (u.m.)
wing

stubble
#field

-mulch (u.m.)
stubbomminded
etucc*fronted

(u.m.)
stuck

up tn., u.m.)
-upper
-uppish (u.m.)

stud
bolt
horse
mare

StUDid
h-eid

-headed (u.m.)
-looking (u.m.1

sturdy-limbed
(u.m.)

Sty10  (C.f.)
all one wnf

rub (pref.)
-Himalayan, etc.
machinegun

*rosa, #specie,
etc.

subcommittee
polar, rtandard,

etc.
n!atonewrd

subject
ob jec t
-objectivity
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rubter (pref.1
all one wrd

such-and+uch
suck

7
(n., u.m.1

hoe
-in tn., u.m.1

SW-
cake

Z&)
-mated (u.m.1
cured (u.m.)
loaf
plum
w-n
sweet

R water
works

sulfa (c.f.1
all one wrd

SUlfO  (C.f.1
all one woni

l ulf0n (c.f.1
all one word

sullen
heartad

-natured (u.m.)
s u m m e r

*lad (u.m.)
dried (u.m.)
-fallow (v.)
-made (u.m.)
tide
time bwmonl

X time (daylight
saving)

sun

-E (u.m.)

-k2!?  tu.mJ
blind

.“bpdte8s

7/12/85

22
-cloth
-iron
-mM

Ze kmre)
hpe
-8haDmd
rhiit
-=I-=

t8ble
Cloth
at (u.m.1
cutter

Quttirlg  (urn.)
fellow

-formed (u.m.)
ehapmd  (u.m.1

ziir

&; (c.f.1
all one wd

ru
-affixing (u.m.1

bow
break
bum
burnt

amed (u.m.)

g

zzi
$i?t(~.m.)

f&x *
fast
glade
Ill-
Iirk

ft&
lit
quake
FY

sd
ret
shade
shine

-8p;~r.m.)

W’t
8tricken
stroke

tan
t time (measure)

time (dawn)
up

unn

;yt;J;:))
zing

. ..~ ~~.
u r (pref.)
e;l ristian,  etc.
thigh  frequency
superlative
highway,

market, etc.

lock
rag
lore

ail
band

-cri. .
cnder
first

ate
ft
-;lE$ 0a.m.)

lamp
Pin
bipe
race
spin
stock

-tied (u.m.1
twister

&p tn., u.m.1
wheel
Wind

rilor
-cut (u.m.)
made (u.m.1

ruited (u.m.)

/

.I

I

I

I

a
I

a

8
8

Super Bowl
BUPra (pref.)

-abdominal
-acromial
-aerial
anal

-angular
-arytenoid
-auditory
-auricular

~p!J.ll~;

Iur ( ref.)
al onewrdP

IlWe
-fire (u.m.)
-footed (urn.)
SloW

IUrf
-battered (u.m.)

# fmh
swept (u.m.1

Iwallow

-#iid  (u.m.)
nvammide
Iwan -
-bgmmd  (u.m.1

herd
mark
neck
8 o n g

IWaMdoWn
Iwa8h

buckler

back (I)..  u.m.)

-ekd (u.m-)
-brace (v.)

wearer-in
we&band

T

take
-all tn.1
down tn., u.m.1

-home (n..  u.m.1
-in (n..  u.m.1
off tn., u.m.1
out tn., u-m.)
up tn., u.m.1

t a k e r
down
-in
-off

tzep
bearer
carrier
tellertalkfemt

itP- h,
-built (u.m.1
-looking (u.m.1

tallow
-faced (u.m.)

-Pe hLmJb 1Y
#bWd

ho
#morn

Iweep
beck (aviation)

tn., u.m )
forWfT!rd*

~~%Z’
mtak;  * .
through

(n..  u.m.1
washer

IWed
bread
-Ez;hed  (u.m.1

&z-i
meat
mouthed

-pickle (v.)
dOur
-sweet

Iwell

-kfc? hLm*)

w%i-headed
(u.m.1

Iwept
e;A, u.m.1

tn , u.m.)
wing tn., u-m.1

‘win
foot

-footed (u.m.1
-handed (u.m.1
-running (u.m.1
will
bowl
tub

wim8uit
wine
-backed (u.m.1
bread

tame
-fyn  (u.m.1
- ookmg (urn.1

Ian
bark
works

tangent
cut (v.’
-maw  (v.)

-hmirod  (u.m.1
tank

Ship
town

%1t

EF
net
off (n.,  u.m.1

-riveted (u.m.1
root

-hP
taw
king

-tied (u.m.1
ia r

Lrer

herd

2;
swing

k:k (n., u.m.1

gT

-aw
trw

Bwlngle
bar
tme

twitch

Ee

bW
rail
tender

iwivel

$2 (u.m.1
-hooked (u.m.1

IWOrd
-armed (u.m.)

3
ff
Play

“h”E”’  (lLm-)StiC
Iyn @ref.)

all one wad
Iynchro

lotron
zih

tron
iyro (c.f.1
-Arabian. etc.

-fashion  (u.m.1
-headed (u.m.1

-w-m
eovermd  (u.m.)

#maker
kwT (u.m.1

tapperout
tar

-Es! (vJ
-coal (u.m.1
dipped (u.m.1
-paved  (u.m.1

-feds (u.m.1

T;P$cted

tarp&l;
-covered turn.)

#maker. * ~tum.,
9lumo tc. .,
all one wad

KZE
tauro k.f.1

all one word
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tax
-burdened (u.m.)
eater

exempt  (u.m.1
-free (u.m.1

EE~rn.)
paid
payer

isupported  (u.m.)
taxi

alltO

%
meter
etand

tea

!2e
cart

-colored (u.m.1
cup
dieh
kettle
pot

scented (u.m.)

taster
t-&v
teU

bomb
dimmed (u.m.)
down tn.,  u.m.1
drop

off (n., u.m.)
-out tn., u.m.)
pit
sheet
etain

-stained  (u.m.)
teen

age (u.m.)
abzer

teei;?r-tatter
tele G2.f.)

all one word
teleo (c.f.)
all one word
tell

tale
truth

telo (c.f.1
all one word

tempest-rocked
(u.m.)

temporo (c.f.1
occipital
mst une word

ten
fold
penny (nail)
pins

t e n d e r#boat
-kE (“.mJ
-footed (u.m.)
footish

-handed (u.m.)

ii%*
-looking (u.m.)

tenement # house
tent

dotted (u.m.1
pole

sheltered  (u.m.)

temeplate
tern
#cotta
# f i r m a

te~Efa&ion
(u.m.)

teabfly (v.)
tetra  (c.f.1

all Oni’word
thanksgiving
thatch-roofed

(u.m.)
theater

g?r

th:m?orth
theo (c.f.)

all one wrd
theo;;iL$’

there
about4  e)
above

is?
ag-
-0ng
around
at
away
before
between
by
for
fore
from
in
in&r
inbefore
into
of

%ough
to
tofore
under
until
unti
upOn
with

therm0  (c.f.)
all one word

thick
-bloc&d (u.m.)
head
lip6

-looking (u.m.)
PaM
set tn., u.m.1
skinned
tUdd”.)

-tongued (u.m.)
wit

-witted (u.m.)
-wooded (u.m.)
-woven (u.m.1

thin
clad Wm.1
down tn.. u.mJ
mt cu.&i

-voiced (u.m.1
thio (c.f.)

all one word
third

cla~3.9  (u.m.1

dhi (u.m.1

(adv.,  u.m.1
#houee

-rate (u.m.)
-rater

thiBt1edovm
thoraco  (c.f.1

all one word
thorn

back
bill

covered (u.m.1
set (u.m.1
*trewn (u.m.1

thorough

-ki (vJ

%I?  hm*)
IPing

-made (u.m.)
P=J

th::ght
-free (u.m.)
*ut (u.m.1
‘ProVOmY)ng

thousdnd
fold

-headed (u.m.)
-legged (u.m.1
legs (worm)

thrall

!E:
-1m

thread

-k&l (u.m.)
worn

2Zed (u m 1
dimensionai  ’

(u.m.)
foid

-in-hand

penny (nail)
-piece (u.m.)
-ply (u.m.)
ecore
eome

*pot
square
-striper

throat
bend
cutter
latch
strap

thrombo (c.f.1
all one word

through
out
Put

throw
away tn.. u.m.)
back tn., u.m.)

-in tn., u.m.1
#line

off (n..  u.m.)
on tn., u.m.)
out tn., u.m.)

-weight

ikzmmd
-made (u.m.1
mark

-gttked  (u.m.1

print
- . .
Ehll
&ring
Bucker
tack
worn

thunder

s

clap
cloud
head
peal
shower
storm
struck

thymo (c.f.)
all one won-l

thyro (c.f.1
all one word

tibio (c.f.)
all one word

t i c k
seed
tacktae
tick
tuck

ticket
selling (u.m.1

#writ..e~

:EFnk
fiat
head .
mark

-marked (u.m.1

Ee
-taeeed  (u.m.1
waiter

-worn (u.m.1
tie

back (n.)
down tn., u.m.)

-in tn.. u.m.)
on (n..  u.m.)
-out tn., u.m.)
pin

-plater
b tn., u.m.)

tierI!IR (truck)
tiger

eye
striped (u.m.)

tight

-z2 hLm.)
-fittin  (u.m.)
lipJ

-Zu.m.)
-tie (v.)
wad
wire

tile
-clad (u.m.)
-red (u.m.)
oetter
works

wright
tilt

hammer
u (28.1
& ..tim .r

-e!: hLmJ
-headed (u.m.)
jack
-ProP

IF
(u.m.1

wriet
time

2
clerk
clock

consuming
(u.m.1 . .

f&e
hho;~)  (u.m.)

killer ’
143
lock
outs  (n., u.m.1
please3
eaver
server
aheet
rlip
dot

iT&a (v.)

%f
taker
waeter
worn

tin
-btWi”Btl”;a”i
-cap
4aP(u.m.j  ’

*iiiR
fo~l~~o)
horn
kettle

-lined (u.m.1
Ipan

plate
-dated (u.m.1
hot

-roofed (u.m.)

-iEL (u.m.1
tin4

-bright Wm.)
-clad (u.m.)
covered (u.m.)

tintblock
(printing)

tip
bum
cart

4zurled  (u.m.)
head

-in (n.,  u.m.)
meet
off tn., u.m.!
lltaff
stack
tank

-bP
tat?
top

-up (u.m.1
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fitter
-mile
shaper
mme

tit
bit

#for#tat
titan0 (c.f.)

all one wni
tithe

-free (u.m.1
payer
right

title
-holding (u.m.)
winner

-winning (u.m.)
to

and-fro
do tn.1

back
-Efidd (u.m.)

fmh

-zz (u-m-)
tobacco
#grower

vowing (u.m.)
# rhop
toe

l=P
-in tn.. u.m.)

-zk (“.)
Plate
print

toil
-beaten (u.m.)
come

-etained  (u.m.)
-weary (u.m.1
worn

toilet # room
toll

b8r
gate
gatherer

X line
pew
pew
taker

tom
cat
foolery
-tom -

tommy
gun
rot

ton
-hour
-kilometer
-mile
-mileage
-milAay

tone
deaf Wm.)
down tn.. u.m.)

-producing (u.m.
up tn., u.m.1

t o n g u e
-baited (u.m.1
-bound (u.m.1

4Zh g.yl.1

R lash&
Play

shaped (u.m.)
ahot
more
tack
tied
tip

-twisting (u.m.)
DOI

b-w
burlder

rinding  (u.m.)
ead

kiTding

plate
P-t
rack
mtter
rhed
elide
stack

mth
ache

tand#nail
.)-kEh  (u.m.

drawer
mark

-marked (u.m.)
pack
pick
plate
powder
puller

-pulling (u.m.)
set (u.m.)
shaped (u.m.1
mme
w-h

DP
cap (n.)
coat
cutter
dr3r g.;

flight &.m.)
full
gallant

tn..  u.m.1

-KY  (v.)
-hatted (u.m.)

%kv
knot
liner
mark
maet
milk
moat
notch

(nonliteral)
rail
rope
aail
secret (u.m.1
shaped (u.m.)
side (naut.)
soil

Lap0 (c.f.1
all one wfd

Lop8  -turvy
Ktocc

bearu
# h o l d e r  ’

#h”d

zz
#room
orquemeter
088

pot
up tn..  u.m.1

ouch
Itand#go

back tn..  u.m.)
:I in.. urn.1

-memot  in., u.m.
pan
reader
uD tn..  u.m.)

o u j h
-headed (u.m.1
-looking (u.m.1
akinned  (u.m.)

OW

ii3

-netter
pa*
rope

Dwer
-high (u.m.)
shaped (u.m.)
Dwn
-bred (u.m.)
dotted (u.m.)
folk
gate
-0ing
Lll
lot
ship
side
talk

-weary (u.m.1
owns

fellow
people

OY
sized (u.m.)
town

racheo (c.f.)
all one word

mchy (c.f.1
all one wrd

rack

kz
layer
mark

-mile
ride
walker

ractor-trailer

itkd
-in tn.. u.m.1
laden (u.m.)

-made (u.m.)
mark
Off

radcspeople

traffic-mile
tragiw (Cf.1

all one wtd
tdl

blazer
breaker

-E;gked (u.mJ,

Mht
-wqwy (u.m.1

train

ktmr
cmw

-mile
rhed
l ick

tlZp
-borne (u.m.1
car

Ed
ma&Peref.)

Pat antic
z;i;$ian,  etc.

uranic
rwt one word

#ransit  # time
,mP

2
rhoot

.rashrack
mvel
-bent (u.m.)
-tired (u.m.1
-worn (u.m.1

rawlnet
readwheel
reaeure
-filled (u.m.)

X houee
-laden (u.m.1

treaty
breaker

-sealed  (u.m.)
;Icc
clad (u.m.)

#line
-lined (u.m.)
nail

-ripe (u.m.)
-pe
bP

.rellie-covered
(u.m.)

.nnch
back

El
mouth

-plowed (u.m.1
ri k.f.)
-iodide
-ply Wm.)
rtate, etc.
rest  one wrd

ribeepeople
rib0 (c.f.)

all one wtd
richo (c.f.)

all one wfd
rim
cut (u.m.)

dremed (u.m.)
-looking (u.m.1

trinitro  (c.f.1
all one wrd

YLlwllil.,

wire
triple

-acting (u.m.1
back (eofa)
branched (u.m.
y&l (u.m.)

-tailed (u.m.)

.I

tm tn.)
:rollev  % line
:rooGhip
:ropho (c.f.1

all one wni
*Npo (c.f.1

all one wd
mubk
-free (u.m.)
hhaki (u.m.1

some
mce

breaker
seeking (u.m.1

NCk
driver

-mile
&P

rue
-aimed (u.m.1
-big him.)

bred
eyed (u.m.1
-fake
love tn.. u.m.1
Penny tn.)

L time
.mnk

back
nwe

.rurt
breaking
bunter

controlled (u.m.)
-ridden (u.m.1

ruth
-filled (u.m.1
lover
eeeker
seeking (u.m.)
teller
0
on (n.,  u.m.)
out (n..  u.m.1

ZOT
Ubc
eyed (u.m.1
-fed (u.m.1
form (u.m.1
head
-;eb (u.m.)

uherculo  (c.f.1
all one wrd

ubo (c.f.1
ovai&
mt one won9

umbledown
tn.. u.m.1
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tune
‘out tn., u.m.)
up (n., u.m.)

tunnel
-boring (p.m.)
-ahap&l  (u.m.1

turbo (c.f.)
-ramjet (u.m.)
vwt one wn-l

turf
-built (u.m.)
clad 6x.m.)
covered (u.m.1

turkey
back

-red (u.m.)
Turko (c.f.)

Greek, etc.
rest  one WoKi

turn
about tn., u.m.)
about-face
agg>inJ.,  u.m.1

tn., u.m.1

U
-boat
Cut
-magnet
-rail

I$bd
ultra (pref.)

-ambitious.
-atomic,. etc.

(u.m.)
# valorem, etc.

rest one wrd
un (pref.)

-American, etc.
called-for (u.m.)

V
connection
xprve
-engine
-neck
-ehaped
-tYF=

vacant
eyed (u.m.)
-looking (u.m.1
-minded (u.m.)

veno (c.f.1
all one wni

valve
-grinding (u.m.1
-in-head (u.m.1

van
driver
guard
most
pool

vapor
-filled  (u.m.)
-heating (u.m.)

vwhaped
(u.m.)

ba&x, u.m.)

-P
coat
cock
down tn., u.m.)
gate

-in (n., u.m.)

Ski.. u.m.)
out-&,  u.m.)
pike
pin
plate
BclWW
sheet
eole
spit
etile
stitch
table
-to tn.)
under

tn., u.m.)
up tn.. u.m.)

heardof (u.m.1
-ionized (u.m.1
selfconecious
cent-for  (u.m.)
thoughtef

(u.m.)
rest one WoKi

under
age (deficit)
age (younger)

(n.. u.m.)
# cultiGation

(tillafze)
cultivaGon

(insufficient)
ttaecretary

mretaryehip
as pmfu,  one

Wd

VMO (c.f.1
all one word

vegeto (c.fJ
all one wd

vein
-mining (u.m.1
-streaked (u.m.)

vellum
-bound (u.m.1
-covered (u.m.1

velvet
-crimson (u.m.1
draped (u.m.)
-green (u.m.)
-pile (u.m.)

venthole
ventri (c.f.1

all one wtd
vents (c.f.1

all one wrrd
vertebra (c.f.)

all one wand
vesico (c.fJ

all one word
vibro (c.f.1

all one wd

turned
-back (u.m.)
down (u.m.1
-in (u.m.)
on (u.m.)
-out (u.m.1
aver  (u.m.1

turner-off
turtle
b a c k
-footed (u.m.1
neck (u.m.)

twelve
fold
penny (nail)

twzty
-fItat
fold
ate
penny (nail)

twice
-born  (u.m.1
-reviewed (u.m.)
-told (u.m.)

U

mi k.f.)
-univalent
n?st  one wvd

rnion
-made (u.m.)

If shop
lnit-eet (u.m.)
‘P
-anchor (u.m.,  v.1
-andcoming

(u.m.1
# pt* up

coaBt
country
dip
end (y.)
grade
gradient

V

vice
#admiral
-admiralty

*consul  -
consulate

#governor
-govemorehip

#minister
-ministry
-presidency

#president
-president-elect
-presidential

#rector
-rectorship
regal

-regency
12 regent

royal
#versa
#warden

-wardenship
Vietcong
view

finder
point

win
*boat

engined (u.m.)
fold

- j e t  (u.m.)
-motor (u.m.)
-screw  (u.m.9

WO
-aday (u.m.)
-along (n.1

(bookbinding)
dtxker
-face-d (u.m.1
fold

-handed (u.m.1
penny (nail)

-piece (u.m.)
-ply (u.m.)
ecore
eater
mme

*pot
-step  (dance)
-&riper

k’
aver (u.m.1
rate
river
etaim
etate
etreanl
awing
take
tight tn., u.m.)

b tight (v.)
-todate (u.m.)

&to#date
town
trend
turn
wind

tile-natured (u.m.)
vine

clad (u.m.1
covered (u.m.1
drreser

El?.”
vinegar

-flavored (u.m.1
-hearled  (u.m.)
-making (u.m.)
-tart (u.m.1

violet
-blue (u.m.1
colored (u.m.)
eared Wm.1
-rayed Wm.1

#water
violin-shaped

(u.m.1
virtue-armed

(u.m.1
vircero (c.f.)

all one wnd
vitreo (c.f.1

all one word

suiter
-thirder
-up (n..  u.m.)
-way (u.m.1

ympano (c.f.)
all one wni

Ypc

foundry
-high Wm.1
script
oet
write (v.)

ypho (c.f.1
all one word

ypo (c.f.)
all one wni

yro (c.f.1
all one word

upper
caee  (printing)

#clasl3
clamman
cruet (n.. u.m.)
cut
most

umno (c.f.1
all one word

ureter0 (c.f.)
all one wni

urethro (c.f.)
all one word

uro (c.f.1
all one wfd

wedcar (u.m.)
utero G2.f.)

all one wni

vitro (c.f.)
clarain
di-trina
vwt one wni

vivi (c.fJ
all one word

volleyball
volt

ammeter
-am re
eou ombr

volta (c.f.1
all one wni

vote
casting (u.m.)

getter
-getting (u.m.)

vow
-bound (u.m.)
breaker

-pledged (u.m.1
vulvo (c.f.)

all one wtd
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7112185

W

w*euVning
bu.)walrt

Ed
cloth
coat

!gg ;:g,’
waiting
#man
#room
#woman
walk

around
tn.,  u.m.1

away tn., u.m.1
on tn., u.m.1
out (n..  u.m.)
u tn., u.m.)

w a l  ctalkiepi
Wdl

-d
-painting (u.m.1
paper
plate

sided (u.m.)
Wdkd

-in (u.m.)
-up (u.m.)

w u
disabled (u.m.1

-kd h-m-)
head
horse

(nonliteral)
-made (u.m.)
peth
ship

aWept  (u.m.)
#time (clock)

time (duration)
ward

heeler
robe
rhip

warm
blooded

clad (u.m.1
up (n.,  u.m.)

warmedsver
(u.m.1

warpeetter
wash

baain
basket
bowl
cloth

*lored  (u.m.1
&Y
down tn.,  u.m.1

-in (n..  u.m.)
off (n., u.m.1
out tn., u-m.)
pot
rag
rtand
tray

up (n., urn.1
ruhed
-out (u.m.1
-up (u-m.)

VUt4?
basket
leaf

(bookbinding
paper
word

vatch

G
-i!Z (u.m.1
gl-
tower
word

vatu

kik
bearer

-bearing (u.m.1
:kFg  pm.1

k-:km *
color

colored (u.m.1
cool (v.)
cooled (u.m.1
COlJm

2Ling  (u.m.)

:zp
-it$(u.rn.)

:e
fog

-free (u.m.)
front

ate
Read
hole
horse

-inch
-laden (u.m.)

2
4nhnu.m.)

log
mark
melon
meter
plant
pot
proofing
quake

-rot (v.)

z3
#hoot
ride
umk  (v.)
-soaked (u.m.)
-eoluble  (u.m.1
spout
stain
wall

worka
w o r n

watt
-hour
meter

+econd
wave
cut (u.m.1

-kEd (u.m.1
len%h
mark
meter

-mod (u.m.1
on in.,.u.m.j
off tn..  u.m.1

+wept(u.m.)
-worn  (u.m.)

wu
-bbdi&m.)

cloth
-coated (u.m.1
-headed (u.m.1
B tini
-yellow (u.m.)

QaY
back (n..  u.m.1

down tn., u.m.1
farer
fellow

kaid
Oh3

lay
mark

* side
dare (u.m.)
-up tn., u.m.)
worn

VUL
-backed  (u.m.1
syed c&n.,
handed

-~kn$l.m.)

mouthed
veather

beaten
blown

-borne  (u.m.1
bnak
cock
id-

oing
-tardened (u.m.1

It house
-marked (u.m.)
mast
Proofing

stain 01.)
strip

%triDped (u.m.1
worn

veb
-~fhued  (u.m.1

-footed (u:m.)
vedge
-billed (u.m.1
shaoed (u.m.1
Vd'
-choked (u.m.1

-hidden (am.)
hook
killer

week
bY
end .

-ender
ending (u.m.)
long (u.m.1

old (u.m.)
weigh

bridge
-in tn.,  u.m.1
lock
out (n., u.m.1
&aft

rell

-bred (u.m.)
clad (u.m.1
deeerving  (u.m.1
doer
doing tn.. u.m.)
drained (u.m.)
drilling (u.m.)

b field

-tEeIT (“*mJ
-headed (u.m.1
hole

-informed (u.m.)
&nom  (u.m.)
-looking (u.m.)
-meaner
-n’
3

h (u.m.1
d (u.m.)
-read Cu.&)
-eet-up  (u.m.)
settled (u.m.)
ride

spoken (u.m.1

22?
-thoughtof

(u.m.)
-thoughtout

(u.m.)
:$;ey.m.)

-wishing  (u.m.)
-worn  (u.m.)
;o~wyl;4M

ve8t
-central (u.m.)
-faced (u.m.)
going
meet

-northweet
sider

vet
-back
cheeked  (u.m.1
clean (v.)
-nume  (v.)
peck
wmh

-Ed (u.m.)
bone

-built (u.m.)

-headed (u.m.1
-mouthed (u.m.1
@hip

r h u f
#boIa

kit
l ide

what
ever

-ibit tn.1
not (n.)
mever

-yo;;~y-call-it

wheat
cake

colored 0a.m.)

.-E (u.m.1
-rich (u.m.1
stalk

WllMl
band

chair
cut (u.m.)

oing
f0m

(nonliteral)
# load
-made (u.m.1
plate
race
r p i n
stitch

-worn  (u.m.)
wright

vhen
ever

-iaeued  (u.m.)
eoever

vhere
about8
after
aa
at

ii-
from
in
ineoever
into
of
on
mever
to
under
upon
with
withal

vherever
vhich

ever
eoever

vhif!letree
vhip

cord
crack

Ei (“-)
-marked (u.m.)
post
MW
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shaped (u.m.1
socket

ii%
Otell
atick
stitch
dock
-tiled (u.m.)

whipper
-ill
#napper

whirl
about (n., u.m.1
blast
pool

shaped (u.m.)
wind

whirk
broom

#tdl
whiBtlel!top
white

E d  tn.1
#book

(diplomatic)
cap (n.)
coat (n.)

Collar (u.m.1
comb (n.1

Zd (u.m.)

x2 (“*mJ
Jafa~n(ym.)

-f&&l$u.m.)

-k.i (“.mJ
-headed (u.m.)
-hot (u.m.)

#line
m.inded
out (u.m..  v.)
pot

-tailed (u.m.)
-throatA  (u.m.)
top (n.)
vein
wash

who
ever
eoever

whole
-headed (u.m.)
-l-$7

some
whommever
wicker-woven

(u.m.1
wicket

keeper -
keeping

wide
-angle (u.m.)
-awe&e  (u.m.)
-handed (u.m.1
mouthed

open (u.m.1
rpread
4 reading (u.m

wi ow(P
#bird

hood

wife
beater

.hood
killer

-ridden (u.m.1

ITag
wi d
.cat(n.)’
eyed (u.m.1
fire

%id
Xman

wind
will

-1eee
*‘-the-wisp

wi1treeietant
(u.m.)

wind (v.)
down tn., u.m.)
up tn., u.m.)

wind

3
pa

iz?
catcher
ha ped (u.m.1

chd 3
fall
fast.

4efelized (u.m.)

:iii

I Zd (“*m*)
-hungry (u.m.)
‘ammer

L&f3

!VW
screen

shaken (u.m.)
shear (u.m.1
rhield
rhock
ride
&eve
mock
m-l
EbP
rtoml
beam
swept
worn

window
breaker

-breaking (u.m.)
*leaning (u.m.)
dreming  (u.m.)
pane
peeper

shop (v.)
shopping (u.m.1
rill

#work
wine

J beg
-black (u.m.1
drinking (u.m.1
d-

-fii$X.rn.)

-2 (u.m.1
eeller
tater
tester
vat

wing
band
bar

-heavy (u.m.)
-llTu  (f$n.’

. .
nut

%haped  (u.m.1
shot (u.m.1

-2% (u.m.1
tip
bP
walker
wall

-weary (u.m.)
winter

-beaten (u.m.1
clad (u.m.1’
:;~W&l

. .
feed

#green (color)
tw=;)(Planf

-ha+ (u.m.)

-made (u.m.)
down (u.m.)
tide

-worn (u.m.1
wire

bar

27% (!F.’. .
cutter
dancer
draw (v.)

edged (u.m.)
hair (dog)

-haired (u.m.)
leS3

#line
photo
puller
rpun
stitch

stitched (u.m.)
-tailed (u.m.1
hP
walker
work8

-wound (u.m.)
wiu

acre
crack
head (n.)

-headed (u.m.)
-a ken (u.m.)

wia boner
witch-hunting

(u.m.)

with winder
draw WOOIIY
hold
in
o u t
stand

within I word

43&d (u.m.1
-headed (u.m.1
-looking (u.m.)
-white (u.m.1

.bound  (u.m.1
-named (u.m.)

WOC
begone
worn

wolf
eyed (u.m.1

# fish
hound
peck

woman
folk

ztii

-;;nd&rn.)

catcher
clad (u.m.)
de-.f (u.m.1
gj?-

-perfect (u.m.1
play
seller
slinger

work
aday  (n., u.m.1

-and-turn (u.m.1
away (n..  u.m.)
has?antziqf

d n e n  (u.m.)

folk

-Eened (u.m.1
holse
4trlt.m.)

life
manship
out (n., u.m.)
Dan

wonder
rtrong

*truck (u.m.1
Wood

bark (color)

plkl

-built (u.m.1
Cased  (u.m.)
chipper
chop r
chucr
cut

Et
horse
h u  (u.m.)

-lin (u.m.)3
lot

-paneled (u.m.)
pile

-planing (u.m.)
print
Pulp
ranger
rock
shed
ride
dock
turner

-turning (u.m.1
-walled (u.m.)
wind (music)

wooden
head (n.1

-hulled (u.m.)
-weary (u.m.)

wool
fell
gatherer
grader

r
Owing

ead
-laden (u.m.)
-lined (u.m.)
pack
P-
shearer
shed

washer
w h e e l

-white (u.m.)

saving
rheet
shoe

shy (n., u.m.)
-ehyneae
slip
*pace

stained (u.m.)
atand
cltream
table
up tn., u.m.)
waye

-weary (u.m.)
week
worn

working
# load
#room
world

beater
conecioun  (u.m.1

* conaciousneae
#line
#power

self
-weary (u.m.)

worm
eaten (u.m.1
+ating (u.m.1
hole

-riddled (u.m.)

-Lizi (u*m.)
hart
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while (u.m.1
whilenem tn.1

WmP
around

tn., u.m.)

X
y&

-Villlll

Y
chromoeome
-* int
- eve11”
-potential
4heDed
-t&k
-tube

YankeeDoodle
Y-l

arm

- zhr
ehromoeome

xero
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-up tn., u.m.1
wreath-crowned

(u.m.1
wreck-fne

(u.m.1
wring

bolt

rrkt

k:

*peax
#ray (n.1

-my (u.m.1

deep;;ri$
-z?$  * *

-wide (u.m.1
yaw

meter
sighted (u.m.)

Y=
hY
md
-hour (u.m.1

gravity
@Pil
zinc

coated (u.m.)
-white (u.m.)

I

Ei’
lock

;ze
watch

write
back tn.. u.m.1

-in (n..  u.m.)
off tn..  u.m.1
up tn..  u.m.1

X

xantho  (c.f.1
all one wd

reno (c.f.1
all one word

Y

long Wn.)
old (u.m.1
-round (u.m.1

yellow

-Ed (u.m.1
-Mked (u.m.1

-billGd  (u.m  )
-headed (u.m.1
-tailed (u.m.1

Z

zoo (c.f.1
all one won-i

z’ABlogieo  (c.f.)
all 0th word

writing#  room
-ng

doer
ended (u.m.1
--minded (u.m.1
-thinking (u.m.)

yuwrnh)t-v
. .

xero (c.f.1
all one wni

xylo (c.f.1
all one wni

-throated  (u.m.1
bP

Y-
-mM
-no

ye&r
bY
Y=r

yoke
fellow
mating

WU
bill

-billed (u.m.)
-faced (u.m.1
-looking (u.m.)
-mouthed (u.m.)
neck
set (u.m.)

-taed (u.m.1
row

XZgYIL,

-loo .L (u.m.)

:?lae
-womanhood

youthtide
yuletide

zygo k.f.)
I
ryma (c.f.1

all one word all one word
zygomatico (c.f.)

orbital
nst one wvd
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1. GENERAI;. When words inust be divided, they are separated between syllables.
One-syllable words are never divided. Proper division into syllables is -given
in the Government Printing Office Style Manual, the Word Division Supplement to
Government Printing Office Style Manual, and the dictionary.

2. DIVIDE WORDS.

a. After a vowel, if the vowel itself is a separate syllable within a word.

physi-cal not phys-ical particu-lar not partic-ular
sepa-rate not sep-arate criti-cism not crit-icism

b. Between the members of solid compounds.

rail-road proof-reader

c. At the hyphen in hyphenated compounds.

court-martial above-mentioned

d. Between adjoining vowels in separate syllables.

estu-ary gene-alogy cre-at ion

e. After prefixes of three or more letters.

ante-date inter-leaving
f r i - c o l o r t r a n s - p o r t a t i o n

f . Before suffixes of three or more letters.

port-able writ-ing

g. After the second consonant of double consonants ending a root word when
followed by ‘a suffix.

t e l l - ing express-ing.

h. Between double consonants that are doubled because a suffix is added.

remit-ted t hin-ning
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.1. After the consonant at the end .of a syllable with a short vowel and before
the end of ; syllable with a long vowel, i f  no vowel  is  a  separate syl lable  or
if vowels do not adjoin.

progress (verb) pro-grese
progress (noun) prog-ress

project  (verb)  pro- ject
project (noun) pro-ject

stenographer (noun) stenog-rapher
stenographic (adjective) steno-graphic

3. DO NOT DIVIDE WORDS.

a. At the ends of more than two consecutive lines.

b. At the end of a line when the part begun there does not suggest the whole
word.

counter-offensive not coun-teroffensive

c. Of five or fewer letters, even though containing more than one syllable.

avoid begin into also every area

d. Between a one- or a two-letter terminal syllable and the rest of a word.

ammonia proceeded period

e. Between a one- or a two-letter initial syllable and the rest of a word.

identity around behavior

f . When that word is the last word of a paragraph or on a page.

4 . DO NOT SEPARATE CLOSELY RELATED WORD UNITS.

a. Avoid separating words in close association such as the elements of dates
and of proper names; groups of initials and surnames; and abbreviated titles (Dr.,
Hrs., etc.,)‘and  names.

(1) When it is necessary to divide a date, the year may be carried over
to the next line.

(2) When it is necessary to divide a proper name, the surname may be
carried over to the next line.

b. Do not separate figures, letters, or symbols from their accompanying words
when used as a group.

Chapter III Article 14 1234 Fifth Street NW. $ 1 2 5 . 3 5

Page 2 Par 2



7/12/85 1360.16
Appendix 8

APPENDIX 8. SPELLING

1. GENERAL. This appendix carries a short list of preferred spelling forms, selected
from those in the Government Printing Office Style Manual. Also it gives instructions
on the formation of plurals, the doubling of consonants when suffixes are added,
and the use of indefinite articles;

2. PREFERRED SPELLING.

abridgement consignor
,acknowledgment converter
adapter conveyor
ad juster councilor
adviser counseled,
aging counselor,
aline counseling
anesthetic defense
appall descendant
ascendance development
aYe diagramed,
barreled, diagraming

barreling dialed,
beveled, - dial ing

beveling dike
biased disk
blond draft
boulder drought
brier employee
buses enclose
c a l i b e r enclosure
c a n c e l , entrust

canceling, equaled,
cancellation equaling

catalog esthetic
channeled, exhibitor

channeling favor
cigarette focused,
coconut focusing
combated, forbade

combating f u l f i l l
connector fuse

gasoline
goodby
graveled,

gravel ing
gray
intern
jeweled,

jeweler,
jeweling

judgment
kerosene
kidnaped,

kidnaper,
kidnaping

labeled,
labeling

leveled,
leveling

libeled,
l ibeler ,
l ibel ing

license
likable
maneuver
marshaled,

marshaling
marvelous
medieval
meter
modeled,

modeling
mold

nonplused
offense
penciled,

p e n c i l i n g
percent
plow
practice
programmed,

programmer,
programming

reconnaissance
referable
signaled,

8 ignal ing
sk i l l fu l
stenciled,

stenciling
subpoena
sulfur
t h e a t e r
total ,

totaling
traveled,

traveler,
traveling,

visa,
visaed

vitamin
wi l l fu l
woolen
woolly
worshiper,

worshiped,
worshiping
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3 . PLURAL FORMS.

a. * In forming the plurals of compound terms, make the significant word plural.

Significant word first Sinnificant word in middle

adjutants general
ambassadors at large
attorneys at law
attorneys general
brothers-in-law

assistant attorneys general
assistant chiefs of staff
assistant comptrollers general
deputy chiefs of staff

Sinnificant word first Both words of eaual significance:

commanders in chief
heirs at law
notaries public
rights-of-way

Bulletins Nos. 27 and 28; but
Bulletin No. 27 or 28

men buyers
women students

Sinnif icant word last No word significant in itself

assistant attorneys
assistant commissioners
assistant secretaries
deputy sheriffs
lieutenant colonels
t r a d e  u n i o n s
vice chairmen
vice presidents

hand-me-downs
jack-in-the-pulpits

b. When a noun is hyphenated with an adverb or preposition, make the noun
plural .

goings-on
hangers-on

l isteners- in
lookers-on

makers-up
passers-by

c. When neither word is a noun, make the last word plural.

also-ran6 go-between6
come-ons higher-ups

d. To form the plural of nouns ending with ful, add a at the end. If it is
. necessary to express the idea that more than one container was filled, write the

two elements as separate words and make the noun plural.

five bucketfuls of the mixture (one bucket filled five times)
five buckets full of earth (separate buckets)

. three cupfuls of flour (one cup filled three times)
three cups full of coffee (separate cups)

Page 2
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e. The plurals of these words may cause difficulty.

addendum, addenda formula, formulas minutia, minutiae
appendix, appendixes maximum, maximums’ p a r e n t h e s i s ,  p a r e n t h e s e s
basis, bases . medium, mediums, or phenomenon, phenomena
cr i s i s ,  c r i ses media
curriculum,

plateau, plateaus
curriculums memorandum, memorandums stimulus, stimuli

datum, data minimum, minimums synopsis, synopses

4. DOUBLED CONSONANTS. When a suffix beginning with a vowel is added to a word
ending in a single consonant preceded by a single vowel, double the consonant if
(a> it ends a word of one syllable or (b) it ends an accented syllable.

bag, bagging rob, robbing but total ,  totaled
get, getting corral , corralled travel, traveled
red, reddish transfer, transferred

5. INDEFINITE ARTICLES.

a. Use a before words beginning with consonants, except words beginning with
a silent h. Also use a before words spelled with initial vowels that combine consonant
and vowel sounds.

a procedure
a hotel
a humble man

a union
a European atlas

a one-sided argument
but an hour

b . Use an before words beginning with vowels, and words beginning with .a
silent h.

an- order an init ial an honor
an electric light an herbseller

w
c . When a group of initials begins with b, c, d, g, j, k, p, q, t, u, v, w,

Srr or 2, each having a consonant sound, the indefinite article a is used.

a BLS compilation
a CIO finding

a GAO limitation
a PHS project

d. When a group of initials begins with a, e, f, h, i, 1, m, n, o, r, s, or
x, each having a vowel sound, the indefinite article an is used.

an AEC report
an FCC (ef) ruling

an NSC (en) proclamation
an RFC (ahr) loan
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